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What Is DPAS?

What Is DPAS?

DPAS is a Windows based system that uses a Client/Server Graphical User Interface (GUI). Users are
required to have a personal computer operating Windows (Windows 95, NT, etc.). The GUI provides a
Multiple Document Interface, which allows a user to move from one process to another without exiting
from current process.

DPAS provides on-line capability to support all functions that are associated with property accountability
and equipment management. A small portion of the system functions is accomplished by batch processing
of interface transactions or processing of summary report data. DPAS is an independent operation and
does not require support from other systems for processing data. It can be used as a stand-alone property
management system that provides general ledger control and depreciation schedule information to
accounting systems, as well as documenting the physical control of installation equipment.

The system contains mandatory and optional modules available through a variety of toolbars containing
buttons that will apply a command with one click of the mouse. The primary system functions include all
actions associated with property management, accounting, equipment utilization, and preventive
maintenance schedules.

The system provides the accountable officer with the capability to update item authorizations, cataloging
actions, accountable record processing (e.g., receipts, turn-in, and inventory tracking/status), accounting
depreciation data, serial number tracking, component visibility, and an automated document register. All
input data is validated on-line prior to updating the database.

DPAS offers four different methods of managing equipment:

> Serial one item, one record.

> Bulk multiple items, one record.

> System group related items.

> Kit components of sets or outfits.

The system provides the equipment manager or responsible officer the ability to manage all actions
associated with maintenance and equipment utilization. Work orders are automatically generated. The
user can create and print trip tickets for all mobile equipment.

Warranty information for equipment is tracked.

DoD Equipment management data includes statistics developed for under and over utilized equipment and
parts and repair costs for equipment maintenance. Data is also provided to support oil analysis programs.
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Benefits of DPAS

Benefits of DPAS

Regulatory financial and physical reporting of property, FMFIA and CFO compliance
Integration of financial and property data

Eliminate redundant systems and costs

System interfaces to DoD migratory accounting systems

Asset visibility and redistribution

VVVVY

CAPABILITIES: INVENTORY MANAGEMENT & FINANCIAL REPORTING

Catalog of assets (serial & bulk)

Supply interface capabilities

Authorization tracking

Automated Document Register

Component visibility & tracking

Hand Receipt & Sub Hand Receipt Holder capabilities
Management of warranty/service/lease information
Complies with DoD financial regulations.

VVVVVYVYYYVYY

History is maintained on most transactions.

CAPABILITIES: EQUIPMENT TRACKING

Automated build of skeleton maintenance record
Automated preventive maintenance scheduling
Complete utilization reporting

System-generated work orders & trip tickets
Maintenance/breakdown/repair hours tracking
Historical maintenance/utilization data

VVYVVYY

CAPABILITIES: REPORTING

» Over 100 pre-formatted reports available in DPAS
»  Eureka Report Designer included with DPAS allows the user to create customized reports
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DPAS Course Goals and Objectives

DPAS Course Goals and Objectives

The DPAS manual is extensive, covering everything available for use in the DPAS system. However,
depending on your Activity/Agency, you may or may not cover all aspects of the system. Below are the
overall minimal course objectives of the DPAS course.

Our goal is not to make DPAS experts, but rather to ensure that the student comprehends and
demonstrates mastery of the basic user functions covered in Phase One of the DPAS training course.

O By the end of training, the user needs to be able to print out a Hand Receipt, and demonstrate
understanding of how to:

e add to;
e designate as excess; and
¢ delete items from the Hand Receipt.

O This includes using not only the Hand Receipt module, but also performing actions in all other
modules required to satisfy DoD agency-specific DPAS use, which may or may not include:

e adding to or querying the Catalog;
e adding Authorizations;
e generating appropriate document numbers in the Document Register module;
e processing transactions in the Hand Receipt, i.e., property book, itself; and
e activating capital assets for depreciation.
CH?2 3
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Interfaces

DPAS has the ability to interface with several external systems. These interfaces allow DPAS to receive
data, provide data, or communicate interactively depending on the system interface.

Catalog Interfaces:
DPAS contains interfaces with the following sources of asset catalog information:
e SB-700-20 e FEDLOG

e AMDF

Army Unique Item Tracking (UIT) Interface:
DPAS supports a one way interface for UIT reconciliation through CBS-X.

Accounting Interfaces:

DPAS supports interfaces with a number of accounting systems, including:

e SIFS e IFAS e e-Biz e LMP
e DBMS e WAAS e DWAS

Real Property Interfaces:

DPAS supports interfaces with a number of Real Property systems, including:

e IFS e PRIDE

Excess Interface:

DPAS provides a means for excess assets to be reported electronically to the DRMS Automated
Information System (DAISY).

Supply Interfaces:

DPAS will interface with the following supply support systems:

¢ AMCISS US Army Materiel Command e DMLLS Various DoD Agencies. This is a one way
interface

e SARSS-O  US Army o DAAS Various DoD Agencies. This is a one way
interface

e BOSS Various DoD Agencies. Thisisaone e CORAS DISA Westhem

way interface

CH 2 4
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Logging Into DPAS For The First Time

INTRODUCTION

This process shows you how to log into DPAS for the very first time.

PREREQUISITES

The Property Book Officer (PBO)/Responsible Property Manager must submit a copy of the DD Form
2875 (Security Access Account Request (SAAR)) for each user of DPAS. The form must be submitted

to:
e  For Navy users, submit to the Navy-DPAS Support Team, Norfolk, VA.
e For Marine Corps users, submit to the Marine Corps Help Desk, Washington, DC.
¢ For all other users, submit to DECC-O, Ogden, UT.

You will need a USER ID, PASSWORD, and a SITE ID to access DPAS.

STEPS TO PERFORM ACTION

_{a| x| STEP 1:
“j l— . .
USER 1ID: instr01 a. Double-click your DPAS icon on your
desktop.
= v :
b. Click OK or press Enter on your key-
USE OF THIS OR ANY OTHER DEPARTMENT OF DEFENSE INTEREST boa rd )
COMPUTER SYSTEM [DODICS) CONSTITUTES YOUR CONSENT TO MONITORING
BY DOD AUTHORIZED PERSONNEL FOR COMPUTER SECURITY AND SYSTEM
MANAGEMENT PURPOSES. THIS DODICS AND ALL RELATED EQUIPMENT ARE
~ TO BE USED FOR THE COMMUNICATIONS, TRANSMISSION, PROCESSING, |
MANIPULATION, AND STORAGE OF OFFICIAL U.S. GOVERNMENT OR OTHER
AUTHORIZED INFORMATION ONLY. UNAUTHORIZED USE OF THIS COMPUTER
MAY SUBJECT YOU TO CRIMINAL PROSECUTION AND PENALTIES.
Defercae Pragenty Acconntability Syatem
5
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Logging Into DPAS For The First Time

STEP 2: ol
Iy . instri
a. USERID: Enter your assigned DPAS USER ID: w0l
login id. e
b. PASSWORD: Enter the temporary PASSWORD: [~
password that was assigned to you. e
c. SITE ID: Enter the name of your SITE ID: CLASS?
database (for example, AT-JACK1, NC- [ ok | Cancel |
CNET, DF-COL, etc.)
d. Click OK or press Enter on your
keyboard. lD ) | D , _
T NOTE:
\ Remember that your user-id and Defense Pragerty Acconntabilicy Syatem
\,// password are unique to you and
must be kept confidential.
A validation error has u x| STEP 3:
@ Password has expired * (Click OK.
STEP 4: Change Password x|
=
a. New Password: Enter your new et T wainD1
password (see Password Restrictions).
b. Re-enter New Password: Re-enter Old Password: [
your new password. New Password:
c. Phone Nbr: Enter your phone number
if not displayed (or change if number is Re-enter New Password: |
incorrect).
d. E-Mail Address: Enter your e-mail ReviewfUpdate phone number and e-mail address.
address if not displayed (or change if Phone Nbr: |
address is incorrect).
e. Click Submit. E-Mail Address: |
The Transaction Processed dialog box is Submit_| __ Clear | Ext
displayed.
f.  Click OK.
CH2 6
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The following dialog box is displayed:

Change MyEurekal Password - j:" X|

! E ‘fou must alsa change your password in MyEureka! using ToolfDatabase Connection Defaulks,
L

g. Click OK.

PASSWORD RESTRICTIONS:

QO The new password must have a minimum of 8 and a maximum of 12 alphanumeric characters.

O Must contain two of the following three: a Capital letter, a Numeric, or Special Character such as: @,
#, $, or an underscore.

Q The first position CANNOT be an underscore.

Q Cannot be any part of the user’s name, telephone number, or user ID (the password cannot “sound

like” a person’s name)

a Cannot contain consecutively repeating characters (i.e., “carrol” is incorrect since it has consecutive

small “r"s).

Must be unique as compared to the last ten password assignments.

Must be changed every 90 days.

Cannot be changed more than one time in a five-day period.

O0D

- NOTE:
N Passwords are CASE SENSITIVE, therefore, a user can include a capital letter (example:

N\
" Diet_7up).

CH 2 7
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Changing Your Password

INTRODUCTION

This process will show you the procedures used to change your password in DPAS.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Change Password.

Print Repotts
Management Messages
User Defaulks

hange Password

fActhbl UIC

Security POCs

Message of the Day

DPAS Home Page

Exit F3

Change Password

o ]

User ID:

0ld Password: I
New Password: I
Re-enter New Password: I

Review/Update phone number and e-mail address.

Phone Nbr: I

E-Mail Address: |

Submit |  cClear |  Exit

CH 2
1 October 2004

STEP:

a. Old Password: Enter your o/d DPAS
password.

b. New Password: Enter your new
password (see Logging Into DPAS For
The First Time for password
restrictions).

c. Re-enter New Password: Re-enter
your new password.

d. Phone Nbr: Enter your phone number
if not displayed (or change if number is
incorrect).

e. E-Mail Address: Enter your e-mail
address if not displayed (or change if
address is incorrect).



Changing Your Password

f.  Click Submit.
The Transaction Processed dialog box is displayed.
g. Click OK.

The following dialog box is displayed:

Change MyEurekal Password X|

! } ‘fou must alsa change your password in MyEureka! using ToolfDatabase Connection Defaulks,
[ )

h. Click OK.

Refer to Changing Your Eureka Password for steps to change your password in the Eureka tool.

CH2 9
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Changing Your Eureka Password

INTRODUCTION

This process will show you the procedures used to change your password in Eureka! You will also
need to use this process when you change your DPAS password.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select Ad Hoc Reports icon or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.

Step 1. Select Query Type : 5' STE P 1 :
e e e T o If you get this v_wzard screen, click
T s & B Finish; otherwise, proceed to the next
vfm  sroo emrm mrmmg step.
Atervds  SPOO00Z Sharts Odats (05| pea-mEE i Grouped D etail
Apwelcds  SPOOWD Shortlg Tee Gl (G0S[ES-13E
Amerids 200001 Saccer Masdk (3 TTI-3E " Owerall Summarny
Amerkds ALEMIL  Fhket Feet [0S | 44— 130
Aiarkds  SETO0Z Sk Tl Vau Beap Lbd  {303]677-192 = Create TM1 Cube
Apaslcgs SPOOOL Sharts Weedtause (20z|E2a-12T
dmerios  SPOO3 Shorts Careucank (2| TTe-TEE
Aprids SO0l SouTAR@STerd Shoels  [D08] 56T . .
Eurane IPOOTT Sportd Scamelr AG  LTAZEEL Thiz twpe of query allows pau ta list
Eurane BAWOOL Bawers SpaetsGmod 3046 552 detail information from your databasze.
Euran SROO0E Sportscese Lbnted 494 SEame For example. all orders.
Eurape ZPO00E Shortsd Lekura Pl Lol ATA 4734
Fuape  SROOGE Sparhercb Dud G 3L 34002
bueape FOOOL Faatiig Sa 100300
Flle Mame wiz_det e Page: L
[~ Do not show thiz wizard in the future.
< Back I Mext > I Finizh Cancel Help
STEP 2:
]
Tonls
a. From the menu bar, select Tools. breferences
b. Select Database Connection Defaults from the program group. Y S ———————
HTML Defaulks. .,
Cache Defaulks,..
e pp=as
Object Styles Editar, ..
fAute Shorkeut Builder,
ODEC Data Source Administrator ...
Ead aha I EEner .
GUtE YIEWEN
Publisher...
CH2 10
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Preferences x|

Lonrection I Preferences I Files I HTML Defaults I Cache I

— Difaul Database Connection

D ata Source: I

=

Login 1D I

Password: |

Server Marme: |

Cratabagse Mame: I

I Prompt For Data Source at Runtime

D efault Metadata File: I

FPersonal D ata b art: I

o
.

— Download ketadata File from Repart Server

Server Mame: |

Status: Mot Connected

Connect I

Retrieve I

o |

Cancel

Help

STEP 3:

Data Source: Make sure that your
DPAS database name (SITE ID) is
displayed.

Login ID: Make sure that your DPAS
user ID is displayed.

Password: Enter your NEW DPAS
password.

Server Name: Leave this field blank.
Database Name: Leave this field
blank.

Prompt For Data Source at
Runtime: Do not check this box. If
checked, you will be prompted to enter
your DPAS Site ID each time you run a
report.

Default Metadata File: Browse for
where the DPAS programs reside on you
workstation. If all the defaults were
taken during installation, then the path
is normally: C:\Program
Files\DOD\DPAS\DPAS.igk.

If you are unable to locate the DPAS.igk file, click on the START button, select Eind (or Search if using
Windows ME or 2000), Eiles or Folders..., enter dpas.igk look in the Local Hard Drives.

Server Name: Leave this field blank.

Host Name: Leave this field blank.

h.
i
j.  Click OK.
k. Exit to the DPAS Main Menu.

CH 2
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Navigating DPAS

DPAS Users who are familiar with other Windows based systems should have no trouble navigating DPAS.

This section will help to familiarize you with the general layout of DPAS, and explain the various methods
of accessing the many process screens contained in the system.

W¥DPAS Main Menu

File DocReg Authn Catalog Accounting Hand Recpt HRH - Maint /UL

Document
Register

Defense Property Accountability System

Authorizations

Hand Receipt
Holder

UTILITIES
Utilities

Maintenance
& Utilization

il

Security

Inquiries

EXIT

Exit DPAS

=0l x|

Inquiies  Ad Hoo  Utilities  Security Help

The DPAS Main Menu displays icons for each of the main process areas, or modules, in DPAS.

These areas are:

Document Register
Authorizations
Catalog

Accounting

Hand Receipt

Hand Receipt Holder
Maintenance and Utilization
Inquiries

Ad Hoc Reports
Utilities

Security

CH 2
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Navigating DPAS

EAI
There is also an icon that allows you to exit the system ¢ ppss -

_ ., HINT!
%g It is STRONGLY recommended that you do not exit DPAS using the X in the menu bar.

To access any system module, simply use your mouse to click on the corresponding icon.

At the top of the Main Menu screen, a menu bar is displayed. This menu bar can also be used to access the
DPAS modules. To use the menu bar, you can click on the module name in the menu bar with the mouse,
OR, press and hold the Alt key, while pressing the letter key that corresponds to the underlined letter in
the module name.

o NOTE:
\O > In Windows 2000/Professional, the underlines may not display until you depress the Alt key.

b -
For example, to access the Hand Receipt Module, you would press and hold the Alt key, and press the R
key at the same time.

Accessing any module will display a menu of processes available in the chosen module, as displayed
below:

¥#DPAS Main Menu -10] x|
File DocReg Authn Catalog Accounting Hand Rcpt HRH  Maink/Ukl  Inquiries  Ad Hoc  Ukilities  Secoriby Help

Defense Property Accountahility System

L&

Supply Requests

Issue
Update Actions 3 Turn-in

Accounting

Miscellaneous Actions

Detail Turn-In/Ti f 3
el iy ModifyjCancelFollow-up
0

Interfaces v F
Reports 3 a . & r
ceipt Maintenance
Ingiriss yer’ 2 Uliiization ngpuriifes
Help
=S =
S i £ B
Ad Hoc Utiliti ) )
Reports fiies Security Exit DPAS

Some processes in each module will also produce sub-menus as shown in the illustration above.

To access a particular process, simply click on the process name with the mouse.
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When any specific process is first accessed, DPAS will display a KEY DATA screen. This screen is used to
enter information DPAS needs to complete the process.

In the example below, the End Item Increase Key Data screen is displayed:

X|
2
~Type Action -
Cmpir lner;
& New Procurement " Admn Adj Rpt [AAR) Depr Chg
" Transfer In " Ammunition Maint Act
 Reversal SROTBIIfAA]
Yarranty.
Req for Issue
[” Bulk Asset _—
Misc Act

UIc: I _| Doc Nbr: I _l
Bar Cd: Prefix ... | I " Auto Assign

Stock Nbr: | _|

Serial Nbr: | [~ Multiple Entries

ok | Clear | Exit |

This screen also contains examples of the various types of input fields used in DPAS:

RADIO BUTTON:

-~ Type Action

To select, click once with the mouse in the circle

% New Procurement " Admn Adj Rpt [AAR) next to the desired action.

 Transfer In " Ammunition

" Reversal

CHECK BOX

[~ Bulk Asset
To activate a check box, click once with the mouse in the corresponding square.
Click a second time to de-select (or deactivate) the process you just checked.

DATA ENTRY FIELD:
Dac Nbr; | J
To navigate between data entry fields, use the TAB key or left-click the
mouse with the cursor/pointer in the field.

BROWSE BUTTONS:

For certain fields, clicking on the browse button next to the data entry field will prompt DPAS to

display a list of all possible entry items for that field. For example, clicking the browse button next
to a UIC field will display a list of all UICs for which the user has permissions.

CH2 15
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FUNCTION BUTTONS:
Functions buttons are used in DPAS to perform specific actions with the data entered in a screen.

Some of the common function buttons in DPAS and their functions are:

Tells DPAS you are done entering Key Data information.

Clear

0K |
—lz Clears all information from a specific screen.
Cancel | . -
: Cancels a specific process and returns you back a screen.
&l: Cancels the entire process and returns you to the DPAS Main Menu.

There are many other functions buttons used in DPAS. You will see more of them as you complete the
DPAS Training course.

CH2 16
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Tool Bar Buttons

In many DPAS process screens, you will see TOOL BAR buttons at the top of the screen. These buttons
allow you to access other DPAS processes WITHOUT leaving the process you are working in.

Pictured below are the tool bar buttons from the End Item Increase screen:

i

i 63| Bl ] S

The last four buttons that are displayed on this toolbar
are standard on every DPAS screen. Other buttons
will appear depending on the process you are using at
the time.

Allows you to access the DPAS Catalog module.

m[ Allows you to access the DPAS Inquiry functions.

Allows you to access the DPAS Catalog Manufac-
turer Key process.

Allows you to access the DPAS Report Generation
screens.

1

Allows you access to the DPAS Authorization
module/Approved Authorization process.

Allows you to print a report.

M=

Allows you to access the DPAS Hand Receipt
Holder Add/Change/Delete process.

Allows you to add a date/time stamp.

=

A

Z

CH 2
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DPAS Online Help Screens

There are four different ways to obtain on-line assistance while using DPAS:

Help from the Main Menu

Help in each DPAS module

? on each screen in DPAS
Right-click in a data element field

YV V V V

Below are examples and exercises to help familiarize you with the on-line help.

Main Menu Help

» Click on Help from the menu bar. This will list three options:
> DPAS — The main help screen
> What's New — The latest information about the release
> About DPAS — The User ID and Site Id, and the current release you are using. This is helpful if
you need to contact the Help Desk for assistance.
¥#DPAS Main Menu -10] x|
File DocReg Authn Catalog Accounting Hand Rept HRH Maink/Ukl Inquiries  Ad Hoo o Utilities  Securby | Help
DPAS
e ‘What's Mews
Defense Property Accountability System About DPAS
Authorizations Catalog Accounting
i L
o uider ™ R e
' -_“ i)
it Y i
ﬁf\gplalﬂtsz Utilities Security Exit DPAS
CH?2 18
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DPAS Help Menu
a. Click on Help from the Main Menu and select DPAS.

This is the main Help screen from DPAS.

5 Opanbely i
B i bockpel (oo et
i T o | T [k
DFAS 7900.5-M 3
DEFENSE
PROPERTY
ACCOUNTABILITY
SYSTEM

DEFENSE
FINANCE AND
ACCOUNTING

SERVICE USERS MANUAL
Release 16.5.00

» The right side window is the text viewing side. Your selection answers will appear here.
» The left side window is the topic selection listing. The three tabs will allow you to select the type of
Help method desired.

The icon tabs indicate their Help functions:

I Contents |@% 1n|:|e:-:| 4 ﬁearchl

b. The default is the Contents tab.

c. Double-click on the “purple book” for Catalog. This will open the topics that are related to the
Catalog Module.

d. Click on the Catalog topic.

The following screen will appear: Sz
r»ﬁ’:i I B T
. . . . L) Conterns | £}, proes | 4 | a
The right side of the screen will display P Al T ——

information relating to the topic that was
selected.

e. Scroll down on the right side of the
screen, there will be a paragraph titled
Catalog Pull Down Menu.

f.  Click on one of the choices and it will list
the processes involved to complete the
transaction.
=l
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The Index tab on the left side of the window will display the help index; sorted alphanumerically, starting
with numbers. As you start typing your search topic, the index menu will automatically jump to the first
character in your search topic.

g. Click on the Index tab.

h. Type in CHANGE. Notice as you start typing, the menu will jump to the first letter and continue with
the remaining letters.
i. Click Change Password for Processing Window.

The following screen will appear:

<& windows Help =1
File Edit Bookmsrk Options Help

Help Topics  Back | Pint | << > webSearch)

W % |# || change Password for Processing Window.

Change Password for P

[Eecuri £y Module
Ererrr e e
for Proc Desc for Proc Uin

C1c To Change Password ] :I
faita ]

(CIIC Other foid

CIIC Other To User ID: =m0102

CIIC To

it Old Password:

City Excess

Class Cd -

Class cd To New Password:

Close Sockst Re-enter New Password:

(Closed Dt

(CHMC

CHMC To - "

o €11 b RevicwfUpdate phone number and e-mail address.

Cmpltd DE Phone Nbr:

Cmpltn Dt

Cmpn Acq Cost .

Cmpn Acg Cost To E-Mail Address: [

‘Cmpn Cd

Crpn Cost cd Submit__ | Clear | Exit

'Crnpn Deprn Cd

Cripn Inyv Oy

(Crpn Lewel

Crpn Lewel To This window is used to change a User’s Password. The current

(Cmpn Qty password is entered. The new password is then entered, and re—entered
(Crpn Serial Mbr for walidation. The password must conform to the following requirements:
(Cmpn Stock Mbr

(Crrc Repair Cd

Cnfo stock Nbr * Must contain two of the following three: a Capital, a Huwerie,
Crfg stock Mbr To or a Special Character , B, # o

bt h_';l

< »

- The first character cannot be an underscore.
Display =

The Search tab opens three windows on the left side. The first window, which is the Search Topic. The
second window displays variations of the search topic, and third window shows the locations within the
DPAS Help. The very first time you select the Search tab, it will create a word list using a wizard. Thisis a
one-time process.

£ Dpashelp : _ 1o x|

e e P J- In window 1, type Job. Notice

12 Conterts | @, Index dh %ealchl HISTORTES Real Property History. _ that you have two selections (job
;‘D;yDEIhEwnrd[ﬂyﬂgwmhmflnd ;I Business View: — HISTORIES j and Job) in Window 2l

ZES:IEE:I matching words tnnalruwsearcﬁ Folder: — Real Propercy His k. nghllght Job. NOtlce that |n
HE__I ace Exp cd Offic

R T 4 window 3, there are several topics
PR — Fac Hame P 1 to select.

Aeg Do Fac Mor Pom I

deviom Tec Remarks Text = || Scroll down the list of topics and
e T e highlight HISTORIES Real
rorn aioe seraa wme To Tena ca 1o o o Property History. Notice on the
| I e e o o right side of the screen that for the
N e e cprl ca Installation Cost RP St

i || cuevosias wrc e i topic you selected, each
DPAS Data Elements D

DP&S D El J Deinstallation Cost Instl/Fac Nbr To Resic H
END\TEHAESEETEEES%&\HandF!:Dt occurrence Of the Word Job IS

Deprn Cd Instl/Fac Nbr To State
END ITEM SERIAL +Serial Hand Ropt

END ITEM SERIAL +Serial Hand Ficpt Order b Inw Dus Dt Task h|ghl|ghted.

END ITEM SERIAL +Serial Hand Ropt Toh
END ITEM SERI&L Depreciation Order Moz To Order Nbr Task

END ITEM SERIAL Improvernent Sddit Deprn Office sy Order Nbr To Tran
END ITEM SERIAL Serial Hand Recei|
HISTORIES Histon

Deprn Office To LHEEZ Dt Tran

HISTORIES Rsal Priopetty History. Deprn Period LHEZ Twm Trast

IMFROVEMENTS MULTIPLE COSTS

IMPROVEMENTS MULTIFLE COSTS Deprn Task €d Last Activity DT UL

IMPROVEMENTS MULTIFLE COSTS

IMPROVEMENTS MULTIPLE COSTS Deprn Task Cd To Loeal Use Text uIc

IMPROVEMENTS MULTIPLE COSTS Doc Id Hebr Login Id uIc -

IMPAOVEMENTS MULTIPLE COSTS

IMPAOVEMENTS MULTIPLE COSTS Doc Id Mor To LosLe <d Tpn £

IMPROVEMENTS MULTIPLE COSTS Dollar awr ner ve ros

IMPACVEMENTS MULTIPLE COSTS ~ | S o -~
NN} r
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What's New

What's New will give you the information from the most current release. This contains the 1) System

Change Requests (SCRs), 2) Program Trouble Reports (PTRs), 3) System Requirements and 4) Whom to
Contact for the Release.

a. Click on the What's New option.

README.RTF - WordPad 3 -] x|
Fle Edit Wiew Insert Format Help

=T e Y =N

[e =] @ =] [esen il
5‘1.2‘3 3 ] : [ O
Defense Property Accountability System (DPAS) =
16.0.00 Release Motes
January 6, 2003

1. Overview

The effective date for DPAS Release 16.0.00 is January B, 2003, As of this date, users must be using this version of DPAS or later to access the Defense Property
Accountability System

This release containg 24 Systern Change Requests (SCRs) and 93 Program Trouble Reports (PTRs). Information concerning the SCRs is contained in Section 5 and for
the PTRs the information is contained in Section B

With this release, the following client software will require updating!

a. Custom developed DPAS client software. Users will require the latest version of this software (16.0.00 or later). Refer to Section 2

b.  COTS Ad Hoc Query Toolset - Information Advantage MyEurekal is being replaced with Cormputer Associates Eureka software, version 7.0.010. Refer to Section
2e

t. All Portable Data Collection Devices will require a software upgrade with the exception of the Intermec 9400 series. Support to this device is being discontinued.
Refer to Section 4 for additional information.

d. For thoge individuals who will be importing data from the PDCDs to DPAS, an additional ODBC data source is required to be added to the client's desktop
environment. For additional information concerning adding the Data Source, refer to Section 2f.

To obtain the software, contact your DPAS software administrator who has the authority to access the DPAS web server support area.

Several new processes were added to the system with this release. Users requiring access to one or mare of these processes will need to contact their DPAS Security
FPOC to gain access them. The granting access is reakime, so once the DPAS Security Representative makes the update, the next time the user logs in, they will have
access to the processes. Refer to Section 3 for infarmation concerning processes that were add and removed from the system with this release

1. Installation of the client

4. ForRelease 16.0.00, the DPAS client programs must be updated prior to atternpting to access the syster. It is recommended that the prior DPAS release be
uninstalled, but it is not necessary to uninstall client version 15.0.19 or earlier. If this is a "first time" install, you may need to update a Windows DLL (See MNote 1
below). For detailed Installation Instructions for the DPAS software and related software packages, consult the DPAS home page/support area.

d. Users who are installing Release 16.0.00 by other means than the standard DPAS install package should take precautionary measures to ensure all updates/deletes

that the DPAS I perfarms is plished to each client. To that end, the following client files are no longer required and should be removed from the client
inatall dirartnre hfelisnt ont Prewnte inr Prewide inr Prewwidef inr and Prewwiredn inr =l
For Help, press F1 M

b. Close out of the text document and return to the DPAS Main Menu.

CH 2
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A DPA

About DPAS lists the User Id, Site Id, and the Actbl UIC. This also shows the Version of DPAS that is
installed on your system/server.

a. Click on About DPAS.

UserId:  mgriffit
Site Id: FUNC-4
Actbl UIC: WiOLGAA

DPAS Client Version Nbr: 16.5.00 ﬂl
DPAS Current Client Yersion Nbr: 16.5.00

DPAS Server Yersion Nbr: 16.5.00 ﬂl
Eureka ¥ersion Nbr: 7.0.011 ﬂl
NETConnect: 0212842003 ﬂl
ODEBC Driver: 29.00.0010

b. Click OK to return to the DPAS Main Menu.

DPAS Module Help

a. From the DPAS Main Menu, click on Hand Receipt.
b. From the drop-down menu, click on Help.

»% DPAS Main Menu P[] 53
Fils DocReg Authn Catalog  Accounbing  Hand Rept HRH MainkfUbl Inquiriss  Ad Hoc  Utilities  Security  Help

Defense Property Accountahility System

Document Authorizations Catalog
Register
End Item Actions "
Rie  Componert Actions » It Majmipnance Inquiries
Bar CdfSer Mbr Chanas
HRH Fending Turn-In/Transfer
= DatabasefUIC Transfer Actions > & fg
B SRl B 3]
Ad Bulk Asset Price Adjustment Security Exit DPAS
Re
P Mass Changes »

MajfSub Hand Receipt Holder

warran byrfSvefLoan

SKOBILAAL Inver

Excess Actions »
Inventory Actions »
Interfaces »
Reparts »
Inquiries »

]|

After selecting Help, you will see screens similar to those in the other Help sections, but this time
beginning specifically in the Hand Receipt.
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DPAS Online Help Screens

Process Level Help

Each process window contains access to help, via the ? located just below the title bar.
a. Select the Hand Receipt icon.

b. Select End Item Actions from the program group.

c. Select Increase from the program list.

The following screen will appear:

T 2l d. Click on the ? and the Help menu will
_ Cmpn Iy appear as before. This time it will list
@ e Foemement (@ Gt A6 R (R DEpr, the processes necessary to complete the
" Transfer In " Ammunition M a g Aet transaction.
" Reversal IBIlEAI
Warranty
Req for Issue
[ Bulk Asset _—
Mise Act
uic: | | DocNbr: | ]
Bar Cd: Prefix ... | I [ Auto Assign
Stock Nbr: | ]
Serial Nbr: | [~ Multiple Entries
oK | Clear | Exit

Data Element Help
Data Element Help can be accessed by a right-click in the data input field.
a. Select the Hand Receipt icon.

b. Select End Item Actions from the program group.
C. Select Increase from the program list.

*+End Item Increase =lolx
E--‘-' . 2l d. Right-mouse click in any data element
~Key | - Type Action = i 4 fleld'
mpnincr H r H
Baitl| NowPrewomont  Cminoadbptian e e. Select either What's This? or Who am
Serial Lozt 2ol
Shnn " Transfer In = Ammunition Maint Act I?
Type ® [lererea] liSRO/BIAAL|
Warranty e What's This? A similar Help
o F BulkAsset Reabrlens | screen will be displayed, with the
;““h" _EIE appropriate inquiry already listed.
uthn . . . w egs
e I | Dochbe: e This will give a definition of these
BarCd:  Prefic...| | LBty selected data field.
Assel | ginck Nbr: | o
CptC coral Nbr: | [~ Multiple Entries e WhoamI? It displays the User
EX:JL( [ ok | clear | Bxit | Id, Site Id, and Actbl UIC.
ofLe
Page 1 of 2 Related Dalal Next Page | Save | Cancel | Exit
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Print Reports

Print Reports

INTRODUCTION

The DPAS Print Reports screen allows you to go directly to the Reports Menu. This menu will display

all the reports in the print queue.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select Print Reports from the program group.

Print Reports

Managernent Messages
Lser Defaults

hange Password
e[ )

Security POCs
Message of the Day
DPAS Home Page

Exit

F3

Your Reports Menu will be displayed. For example:

CH 2
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¥*Reports Menu for Userid: instr01

Fil=  Help

Module: Report Type: Sort Order: Report Status:
IAII jIAII j IDateﬂ'ime jICurrent j
Repart Title |Report 1 | LIc | Date | Time | Pages
VPR REAL PROPERTY INVENTOR DPTDZ7IR.  HQ1002 12/17/2001  12:47:21:75 00001
[E CAPITAL ASSET REPCRT DPTDOSIR.  HQ1002 12/17/2001  12:47:45:88 00001
EBATCH STATUS REPORT DPIGO1ZD Wi 10/09/2002  14:05:41:57 00001
WBATCH SORTED IMPUT LIST REPORT DPoGO110 ARRRRE 10/09/2002 14:05:43:92 00001
WUIT TRANSACTION REPORT DPTS201R DPAS01 10/09/2002 14:0%:51:16 00024
W ADP TRANSACTION REPORT DP95131R.  DPASDL 10/09/2002  14:06:16:58 00003
@EBATCH ERRCR REPORT DPIGOGID Wiy 10/09/2002  14:06:24:22 00001
4 | o]
Report(s] available: 7
View I Print Remote Delete | Refresh | Exit |
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Displaying Management Messages

Displaying Management Messages

INTRODUCTION

This process will allow the user to view management messages created by the processing programs
within DPAS. Along with the view process, the delete function of a ‘single’ or ‘all’ message/s is
available. As a reminder, all management messages older than (30) thirty days are deleted
automatically during the batch cycle process. Additionally, a Management Messages Report
(DP9D671R) showing messages by UIC/Module is available. The user can select one or more
modules for the report.

Q\m\ NOTE:
\O > The module/s the user has access to will be enabled once entering the screen for both the view
V" and report processes.

If viewing management messages, you must ‘double click’ or *highlight’ the message then click the
‘OK’ button in order to view the entire management message and additional user message text.
Management messages are authored/controlled by DPAS, but the user message text is an option that
allows the user to expand or clarify a specific processing action that is performed in other DPAS
processes.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Management Messages from the program group.

Print Reports

Management Messages

Iser Defaults
Change Passward
et LT
Security POCs
Message of the Day
DPAS Home Page
Exit F3
STEP 1:
p— p— B R a. Options: Select whether you want to view the
* Report ™ Authorization ™ Hand Receipt Holder message(s) or print a report of all or a specific
Al " Catalog I~ Maint & Util management message_
 Selective I Document Register [ Seeurity b. Modules: Select the module(s) you want to view
: or report.
[ox | _cow | _ o c. Click OK.
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Displaying Management Messages

TEP 2: !
S :
|
. . . . Management Message User HMessage Tran Dt Pgm Hame User I
a. Highlight the message you wish to view.
i H This transaction for prog 206828912 DPTT1861 cstebbi
b. Click !lew. This transaction for prog 208620912 DPTT1181 cstebbi
This transaction for prog 20028912 DP9T1361 cstebbi
This transaction for prog 20828917 DPONO781 cstebbi
This transaction for prog 20828917 DPON1481 cstebbi
This transaction for prog 20828925 DPTTO361 mgriffi
This transaction for prog 2080208925 DPTTO361 moriffi
This transaction for prog 20828925 DPTTO481 mgriffi
This transaction for prog 20828925 DPTTO481 mgriffi
fssets are available for THIS IS AN EXAWPLE 0 266208930 DP9B28@1 moriffi
E
Yiew I Delete Delete All Cancel
ST L]
=, NOTE: | o
\ > All management messages older than (30) thirty days are deleted automatically during the
\_\/
\~ batch cycle process.
This is an example of a Management Message:
o T ¢ Once you have read the message(s), you
Mgt Msg: can either delete it, or click OK to return
Assets are available for transfer within your database From UIC WOUZ2AA, Doc Nbr = to the DFEViOUS screen.
W1234521541000, To UIC NOOD15
I
User Msg Text:
THIS IS AN EXAMPLE OF THE MANAGEMENT MESSAGE. =
BT OE
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Setting User Defaults

Setting User Defaults

INTRODUCTION

The DPAS User Defaults screen allows you to enter and store commonly used information.

This saves time by populating the default settings into the data fields within the DPAS modules. Keep
in mind that you have the ability to change the default data in the individual data fields.

Information stored in the User Defaults screen will be used to populate DPAS data fields in various
DPAS processes.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select User Defaults from the program group.

Print F.eports

Managernent Messages

User Defaulks
Change Password
Acthl 11T
Security POCs
Message of the Day
[DPAS Home Page
Exit

F3

#User Defaults

Basic |Doc Reuislell Calaluul Bar Cudel Excessl Mai

| File L | Repont|

Office:

HRH Nbr:

uic: | |
l—
——
Fund CdfAppn: l_l _I

Clear

Exit

kelx
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1 October 2004

STEP 1:

a. Enter any default information that you
need. You may need to click on the other
tabs to enter more information.

~~5 HINT!
Eﬁg Setting up defaults is not a mandatory
process within DPAS. But if you want

certain fields to always display on your
Key Data and/or Process screens, then
enter that information on this screen.

The defaults are NOT stored on your
database, but on your computer. If you sign
on to DPAS using a different computer, then
you will need to change the pertinent
information.
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Setting User Defaults

Once all desired default information has been entered, click QK.

The Transaction Processed dialog box will be displayed.

b. Click OK.

You will be returned to the DPAS Main Menu.
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Displaying Accountable UICs

Displaying Accountable UICs

INTRODUCTION
This process will allow you the capability to select a different Accountable UIC (the Accountable UICs
are set up by the System Administrator at DECC-Dayton, at the direction of your Command/Major
Claimant). A selection box will be provided to allow you to select another Accountable UIC from this

window. This process can be selected under File while still logged into DPAS. This process window
will also be displayed after login for those users who have access to multiple Accountable UICs.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Actbl UIC from the program group.

Actbl UIC Change | STE P :
2|
User Id: Current Actbl UIC: . )
Switch o Acthl UIC: The list of_AccountgbIe UIC§ that are assigned to a
user are displayed in the window.
Actbl UIC  Activity Name
DPASB1  DPAS TRAINING ACTBL UIC
DPASOZ  DPAS TRAINING ACTBL UIC a. Select the Accountable UIC you want to use.
b. Click OK.
E
oKk | Exit
CH?2 29
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Displaying Security POCs

Displaying Security POCs

INTRODUCTION

If you need to know who the security POCs are for your database, you can display them in DPAS. The
DPAS Systems Administrator establishes these POCs when he adds them to the database.

PREREQUISITES
None

STEPS TO PERFORM ACTION

—

Select Eile from the menu bar.
2. Select Security POCs from the program group.

Print Reparts
Management Messages

User Defaults
Change Password
Actbl UIC

Security POCs

Message of the Day
DPAS Home Page
Exit F3

A screen similar to the following is returned:

¥ Security POCs 5I
2ll a. Scroll over to the right to display the level of
Actbl UIC: WOLGAA security each person has.
FIRST NAME LAST HAME PHOME NBR E-HAIL nnnnEss= b. If you need Security assistance, select the
m 717.685.3719  charles_1_holt security POC and click E'mall'
DONNA JOHNSON 4195 donna_j_johnso
LEE COOPER
PaT HORAN
SHARON BAER
CONNIE FISHER 1878
DHITRIY FORTENKO
LISA TRESSLER
RANDALL REED R6201 randall_1_reed
HARIANN JOLF
JIH HUTH
RUSS POPPLETON
CONNIE JEEB -
E-mail Exit
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Displaying The Message Of The Day

Displaying The Message Of The Day

INTRODUCTION

When you first log onto DPAS, the "Message of the Day” is displayed. All too often, users will click the

OK button without reading the messages. This process will show you how to redisplay the “Message
of the Day".

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Message of the Day from the program group.

PFrint Reparts
Management Messages
Lser Defauls

Change Passward
Acthbl LIC

Security POCs

e of the Day
DPAS Home Page
Exit F3

A screen similar to the following is displayed:

Message of the Day ll

DPAS will be unavailable from 1288hrs Jan 2nd 1 0880hrs Jan 6th a. You are encouraged to read the message of

to install Rel 16.8 Release 16 is available on the DPAS web site Be

sure your Tt_echn:'u:al support has access to the site. DO HOT install the day perlOdlca"Y- These messages may
rel 16 until Jan Gth include important information.

ARMY USERS - Prior to executing LOGTAADS, it is recommended that you H
discuss your options with the Columbus Help Desk - 866 498-8687 b' When YOU are done readlng the messages,
The new AMDF file is available. The effective date is Oct. 2862 CIICk QK-

The SB 788-28 effective, June 2882 has been loaded. You must
process the AMDF update before processing SB700

A new LOGTAADS file is available as of 18/31/20882
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Displaying The DPAS Home Page

Displaying The DPAS Home Page

INTRODUCTION
This process will show you how to display the DPAS Home Page while logged onto DPAS.
PREREQUISITES

None
STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select DPAS Home Page from the program group.

Print Reports
Management Messages
User Defaults

Change Password
Acthl LUIC

Security POCs
Message of the Day

DPAS Home Page
Exit F3

The following is displayed:

Defense Property | search |
Accountability System ik
arne
About Us The Software Support Training Library Contact Us Sitemap
P
Quick Links wick Guide to the tipdated Web Site - e

have updated our web site. For your

it Aeccess to DPAS canvenience, we have developed 5 quick
guide to navigating the new site.

i Trouble Ticket
Release 16.5 - Release 16.5 became
effective on 28 June 2004, Updated Install
Instructions for both the current (378KBY and
new (3720KB) users are available. There

3 Suggestion Box are special instructions for the Navy/Marine

" . Corp only. There is also an Eureka ‘igk’ file

i Security Awareness L oeded

:2 Training Schedule

it Web Survey

Training

3 Accreditation (64KB) Recent News and Information

DPAS Users IT Support Staff Managers All About DPAS

tt Trouble Tickets *t Training = What DPAS Does

2t How ItCan Help
You (Slides-73KB)
(word-21KB)

3l
(New)(3720KB)

i Downloads

=t Whom to Contact

i Release Info

=i Interfaces (Slides-

2t Configuration BIKB)(Word-
22KB)

Keep in mind that this is just a sampling of the DPAS Home Page and is updated often. If you want to go
to the DPAS Home Page outside of DPAS, the address is: https://www.dpas.dod.mil.
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Practical Exercise: Help #1

Practical Exercise: Help #1

Title: Help #1

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to query the DPAS online help.

Prerequisites:

References: Reference in the manual — Navigating DPAS

Scenario: Your activity is just newly converted to DPAS. You have been told that your office will have
total responsibility for accounting for all property both physically and financially. You are a logistician and

not very familiar with the financial accounting of property. However, you are willing to learn.

Instructions: Use the on-line help in DPAS to find out all you can about the financial aspects of
tracking property.

Given:
Summary:

Class Discussion: Q & A
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Practical Exercise: Help #2

Practical Exercise: Help #2

Title: Help #2

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to query the DPAS online help.

Prerequisites:

References: Reference in the manual — Navigating DPAS

Scenario: Your commanding officer would like to know how many items on the property book are out
on loan or on a lease. You look at the batch reports in DPAS and you see that there is a Warranty/Service/

Loan/Lease report that may get the commander what he needs. However, you are not sure and you don't
want to generate the report only to find out you can't use the information.

Instructions: Use the on-line help in DPAS, Annex “Y”, to take a sneak peek at the warranty report to
see if it will give the commander the information that he needs.

Given:
Summary:

Class Discussion: Q & A

CH2 34
1 October 2004



Introduction To The Catalog

Introduction To The Catalog

The DPAS Catalog carries the general or common characteristics of a type of asset. A National Stock
Number (NSN), Management Control Number (MCN) or a Part Number must identify each type of asset.
There is a link to the Army Supply Bulletin 700-20, which is a portion of the FedLog. If the NSN is found
on the SB 700-20 the information will populate the fields on the Catalog automatically. For Army users,
this data cannot be changed. For all other users, changes can be made to any field. There is also a link to
the Army Master Data File (AMDF).

The crucial data elements that control the size and scope of the catalog are the Generic Nomenclature and
the Nomenclature. The level of description entered can either increase or decrease the number of Catalog
records needed to track the assets on the Property Book. IT Equipment is the easiest example of this. If
the level of description stops at the speed of a machine, such as Computer, Pentium 1V, 1.5 GHz, it takes

far fewer Catalog records to track all of the IT assets than if the level of description goes to the hard drive
size, such as Computer, Pentium 1V, 1.5 GHz, 160G hard drive. In the first example, the 1.5 GHz Pentium
IV's are tracked under the same Stock Number. In the second example, it takes several Stock Numbers to
track the 1.5 MHz Pentium IV’s, one for every change in hard drive size.

Another deciding factor is whether the manufacturer name and part number is part of the Generic
Nomenclature. It is recommended that this information NOT be part of the nomenclature because DPAS
has a process to supplement the catalog that allows the users to track multiple Manufacturer Name and
Part Numbers for a Stock Number. This allows the use and tracking of far fewer Stock Numbers but still
has the visibility of the Make and Model of every asset. A simple example would be a 3/8" Drill. There
could be two Stock Numbers built, one for a corded version and one for a cordless. Then Manufacturer
information could be built against these Stock Numbers. On the other hand, many Stock Numbers could
be built, one for each Manufacturer, e.g., Craftsman, DeWalt, Porter-Cable, Makita, etc.

At the Catalog level the user determines if the assets under a particular Stock Number are managed by
serial number or by bulk quantity. Once one asset is placed on the Property Book, this field cannot be
changed. To change the field, all of the assets must be removed from the Property Book. Then the field
can be changed and all of the assets placed back on the Property Book.

Financial reporting also begins with the Catalog. The Type Asset Code, Asset Code and the Equipment
Depreciation Code identify what general category this equipment falls into, such as IT equipment,
Commercial Vehicles, etc. The Type Asset Code is crucial because only General PP&E assets depreciate.
Heritage and National Defense Equipment do not depreciate regardless of their cost.

There are TWO interfaces with criteria for reporting that are established on the Catalog. The Army CBS-X/
UIT interface is controlled by the RICC and the CIIC and DoDSASP code control the DoDSASP reporting.
If the user wants to use the Maintenance and Utilization processes in DPAS, the Service Code must be set
on the Catalog. Once this is set, basic information can be established to allow DPAS to compare the usage
of the asset against the benchmark.
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Introduction To The Catalog

Some Agencies/Services have developed a Catalog of assets that the entire Agency/Service is to use.
Some of these Agencies/Services have multiple DPAS databases. To support this structure DPAS can
assign one database as the Master Catalog. Then the other databases are designated as Subordinate
Catalogs. The Subordinate Databases cannot add records to their Catalogs. When a record is added to
the Master Catalog the record is also added to the Subordinate Catalogs. The Manufacturer Name/
Manufacturer Part Number File can also be controlled in this manner. It is up to each Agency/Service
whether they want the Master Database to control the Manufacturer Name/Manufacturer Part Number File.
If the file is controlled, then it works in the same manner as the process for the Catalog File. There are
good reasons that an Agency/Service may not want to control the Manufacturer Name/Manufacturer Part
Number File. One of them is that there are so many Manufacturer/Part Number combinations that it may
be overwhelming to centrally manage all of them.
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Querying The Catalog

Querying The Catalog
MODULE: Catalog

INTRODUCTION

This section outlines the procedures for querying the system and requesting a new catalog number
for items that have not been pre-established. This section shows the user how to query DPAS to
determine if an item is located in the DPAS Catalog Table. An item should be verified against the
DPAS Catalog Table prior to processing an End Item Increase in the Hand Receipt Module.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Inquiries from the program group.
3. Select Catalog from the program list.

=

Catalog

Catalog Ackions  #

Mass Changes #

Interfaces 3

Reports 3

MFr Part Mbr
Ref Publication
Expanded Desc

Help

SKOJBIIAAL

IT Device Cd
IT Mfr d

FED LG

5B FO0-20

MFr PrE mbr Hiskary
Histarsy
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Querying The Catalog

=« STEP 1:

Catalog Selection Criteria
Selection Fields:

ACC
Acq Advice Cd
ARC
CIC
clc

a. Highlight the Data Field to query on.

b. Click on the arrow that is pointing to the
right, or double-click on the data field to
move it to the right.

c. View Group Box: Select how your
query is displayed in card view or report

ECC .
Equip Deprn Cd view format.
FSC

CIIC Other
CMC
Calibration Cd
Class Cd
DODIC

Generic Nomen

Haz Mat Cd .

IT Asset

IT Device Cd Query Views
LCcC

Eig Jﬂ Card View Displays your query one record

e at a time.
& Card

" Report

Menu FEavorites OK Clear Exit I

Report Format Displays your query with
multiple records and with the
column headings that you want
to display.

d. Select the operator from the list.
Type in what you are looking for. Use asterisks as wildcards before, in the middle, or after.
Click OK.

()

. HINTS!

N ’. You can query on any of the fields in the Selection Fields list box OR you can select
f multiple fields for your query.

Scroll down the list box and select the field you want to query. You can select this field by highlighting
the field and then clicking on the arrow pointing right OR you can double-click on the field.

You can de-select a field simply by clicking on the arrow that points left.

If you want to query everything without selecting any fields, just click the OK button without selecting
a field.

To help narrow your search, multiple data elements can be used from the Selection Fields at the left.

There is a maximum of 10 data elements that you can select to narrow your query.

Wil I rch

You can perform wildcard searches on any field by using the asterisk (*). For example:

TRUCK* = searches for TRUCK at the beginning of the field.
*TRUCK = searches for TRUCK at the end of the field.
*TRUCK* = searches for TRUCK anywhere in the field.

Wildcard searches apply only when using the equal (=) operator.
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Querying The Catalog

Card View Format

Card View format will display information
about an individual record. Below is an
example of Card View format.

a. Click Next to view other stock nhumbers
generated from your query.
b. Once you have located the desired stock

number, write it down so that you have it
readily available for later functions.

¥ Catalog Inquiry x|
5| 2|
Stock Nbr: 2320000021999 Basicl] 0] Lokt
: -
Basic
Stock ltem Cd: A Mgt Cd: A FSC: 2320
Generic Nomen: Truck, UTILITY, 34 TON
Nomen: TRUCK, 3/4 TON
Prev Stock Nbr:
RICC: 0 Class Cd:
CMC: CiC: 0
Clic: Ul EA
LCC: ARC: N
Unit Price: LIN: X36354
Ref Cd: Sply Cat Mat Cd:
Coel Ml Bam Od- nARIC- =
4 5
Record 1 of 8 Previous Next New Inquiry | Exit |
Report View Format
Selection Field: Fields to be viewed:
ACC Key Fields
ARC —
i Stock Nbr =
cuc
CIIC Other
CMC
Calibration Cd H
Class Cd Selected Fields
DODIC -
DODSASP Cd | =
Dmil Cd
ECC Stock Nor [Lm | Generic Nomen | -
Equip Deprn Cd 0000LLC 168453 TRUCK, FORKLIFT
ESC N W 1005014011111 11111Y  BIG TRUCK
|TE.;:::| omen W 1450010852353 ADAPTER, GLIDED MISSL
IT Device €d W 1740003856470 ADAPTER, BOME, TRUCK
Lcc 223344556677 TTSSSS  GENERIC TRUCK
LIN W 230000002913 TRUCK, DUMP |
Local Use W 230000F002514 TRICK, PICK UP
Maint Grp Id W 230000F003298 CLEANER, TRUCK
Mat Cat Cd WE230000FO0B735  Z0000A  TRUCK
MgtCd WEE230000FODB736 210004  TRUCK
W 230000F00S737 220004 TRUCK
Fi W Z30000FODS738 220004 TRUCK
— W 23000000855 TRUCK, PICKUP
W 230000F008862 TRUCK, BUCKET
W 231000N00007 1 TRUCK, AMBLLANCE
W 231000N000087 TRUCK, AMBLLANCE
W 231 000N000055 TRUCK, AMELLANCE, TA...
[ 231000N000101 TRUCK, AMELLANCE, PAT... =]
Retrieved Rows: 50 Total Rows: 408
Export | Print | MNext 50 | Betrieve All |
Card View I Cancel | New Inquiry | Exit |

The report view field selector
provides the capability to
select up to 23 fields (includes
the mandatory key fields
automatically selected) to be
displayed in report format.
The fields that are displayed in
the Key Fields window are
the indexed fields for the table
and cannot be changed.

a. Select the field(s) that you
want to display by either
double-clicking the field or
highlighting the field and
then clicking on the right
arrow.

b. Click OK.

You can resize the column heading just like you would with an Excel spreadsheet.

If you double-click on the record you want, it will display that particular record in Card View format.
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Querying The Catalog

More Tool Buttons

The buttons below are found on the bottom of the query screen:

&l Displays system inquiry menus.

L Displays everything on a particular table.
Clear Clears any data you have entered into a window.
Cancel . . L . . .
Exits out of the process without submitting any information for processing.
Eavorites

Allows you to save the inquiry as a favorite.

Report Format Tool Buttons

The buttons below are found on the bottom of the report format query screen:

Export This will allow you to export to either a text file or to Microsoft Excel.
Print L . . .
This will allow you to print your query. If your report is over 80 characters wide, DPAS
will display a message telling you that your report is over 80 characters wide and that
you should change your printer to landscape mode, compressed print, or reduce the
number of characters prior to printing. You will have the option to continue.
MNext 50 L . . . .
This will allow you to display the next 50 records. The window will only display about 15
records, so use your scroll bars to scroll through the records.
Betriewve All o . I
—— 1 This will retrieve all the records. If you have more than 250 records, DPAS will display a

message telling you that you are retrieving more than 250 records and that this process
could take some time. You will have the option to continue.

alis s This will display the highlighted record in card view format.

i

C | o : i
st This will cancel your display and return you to the previous screen.
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Querying The FED LOG

Querying The FED LOG
MODULE: Catalog

INTRODUCTION

This section outlines the procedures for querying the FEDLOG table.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.

2. Select Inquiries from the program group.
3. Select FED LOG from the program list.

=

Catalog

Catalog Ackions  #

Mass Changes  #

Interfaces r

Reporks L4

Catdog
. MFr Park Mbr
i Fef Publication

Expanded Desc
SKOJBILAAL
IT Device Cd
IT Mfr Cd

FED Lz

56 FO0-Z0

rFr Prt: Wby Histary:
Hiskory
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Querying The FED LOG

STEP:

HINT!
This is the only query for which it is mandatory for you to set some sort of filter. You will NOT
be able to come into this screen and click OK to view all records.

Fed Log Selection Criteria

Selection Fields:

View
& Card
" Report

FSC =
NIIN

Nomen

151

Selected Fields and Values:

a. Select the field you want to
query by.

b. Select the operator for your
filter.

c. Enter your search criteria.

d. Select which format you wish to
view your query.
e. Click OK.

[ Generic Nomen [ur_{ unk Price S
TAPE STRIP,KEVBOARD [ $0.10
SLUG, TYPE En $13.20
W 7025000017000 SLUIG, TYPE En $38.90
W 7025000017030 ROCKER ARM ASSEMBLY En $132.30
i 7025000032237 CONTROLLER, STORAGE En $0.00
WdE 7025000032238 INTERFACE, MODULE En $0.00
WF 7025000032239 DISPLAY MODULE En $0.00 [
WiF 7025000032290 KEYBOARD, DATA ENTRY En $0.00
W 7OZE000032256  CONTROLLER: DIGITAL En $0.00
e 7025000041910 GUIDE ASSEMELV,UPPER.  EA $317.90
s 7025000057965 DELAY LINE ELECTRIC En $227.00
R 7025000061797 STORGE UNIT,DATA En $119,500.00
Wi 7025000062024 NDRO MEMORY MOD En $6,003.00
W 7025000066357 BLIFFER STORAGE LINIT En $25,969.50
W 70ZE000065877  SENSE MODULE En $365.90
WE 7025000070568 CARRIAGE ASSEMELY En $3,066,90
s 7025000070590 SPINDLE ASSEMELY En $1,198.70
i 7025000070591 HEAD ASSEMELY En §456.60 =l
Retrieved Rows: 50 Total Rows: 1700

Export | Print

| Mexaso | neuieve an |

Card ¥iew |

Cancel

| New Inguiry |

Exit |
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Adding A Catalog Record

Adding A Catalog Record
MODULE: Catalog

INTRODUCTION

If you have determined that a Catalog record does not exist for your asset, then you will need to
follow your activity’s procedures in adding the record.

See the References tab for examples of your Activity’s Sample Catalog Request Forms.

OBJECTIVES
None
PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Catalog from the program list.

<

Catalog
Catalog Actions #|  Catalog
S N MFr Prk Hor
ass Changes

¢ Reef Publication

Inkerfaces »  Expanded Desc

Reports b SKO/BILAAI Cnfg

Inquiries 3

Help
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Adding A Catalog Record

— STEP 1:
2
|| ir Pasi ¢ Click the browse button to search for the
Stock Nbr: [ | EapDese stock number either on the Catalog Table
| FRefPub or on FED LOG.
[ SRO/BIAAT |

New MCN

0K I Clear Exit

\)O\ NOTE:
A\ > If you already know the stock number, but it is not yet on your Catalog, simply enter it in the
\% field. If your Activity interfaces to the SB 700-20, DPAS will read the SB 700-20 Table to see
if there is a Stock Number match. If a match exists, then DPAS will automatically populate
the Add screen with the information from that table. Otherwise, you will need to supply the appropriate
information.

STEP 2: Stock Number I
~DPAS Catalog—— [ FED LOG Catalog
Catalog Group Boxes: ' Nomen ' Nomen
/LIN " F§C
a. If you are searching the DPAS Catalog or the FED " Stock Nbr £ NIIN
LOG Catalog, select the field you want to search by.
b. Whichever data field you selected to search by, . e o
enter the data you are searching for.
LIN: [
Nomen: I
Stock Nbr: I

[ 0K E Clear | Cancel |

DPAS Catalog FED LOG Catalog

Nomen: Will allow you to search for a particular Nomen- | Nomen: Same as DPAS Catalog
clature and will allow for wildcard searches

LIN: Will allow you to search by LIN. FSC: Will allow you to search for a particular Federal Supply Class.
If you click on the binoculars, it will bring up the FSC Search to allow
you to search by Code or Description.

Stock Nbr: Will allow you to search for a particular stock | NIIN: Will allow you to search for the National Item Identification
number. Number. This number is a seven-position number serially assigned
to each supply item having an approved Federal Item Identification.
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Adding A Catalog Record

If you choose to search the FED LOG Catalog, keep in mind that this catalog has over 4 million records.
Searches may take up a lot of your computer resources, so DPAS will limit the number of records you will
be able to see. Therefore, you will see a dialog box like below that warns you that you should use the FED
LOG Inquiry to view more data. There is a limit of 250 stock numbers that will display.

Stock Nbr Browse Ed

Exceeded the limit of browse capability, use FED LG inguiry For Further research,

STEP 3:

Once DPAS has completed the search, depending on the Catalog you were searching, one of the following
selection windows will be displayed:

DPAS CATALOG

0P a. Select the item you
Stk Hor RICC Rptbl Cd LIN
want to catalog.

2310081779222 B N 38630% : g
2320816011261 TRUCK, 3/4 TON A8 N 12345 b. Click OK.
2320818011262 TRUCK, 3/4 TON A B N 123450
2320010011263 TRUCK, 3/% TON A8 N 123450
2320010011264 TRUCK, 3/% TON A8 N 123450
2320010011265 TRUCK, 3/% TON A8 N 123450 J
2320010011206 TRUCK, 3/% TON A8 N 1234 FEDLOG
2320010011207 TRUGK, 3/4 TON
2920010011208 TRUCK, 3/4 TON e
2320816011269 TRUCK, 3/4 TON B
23z0010011210 TRUCK, 3/4 TON STK NBR HOHEN UNIT PRICE  RIC AN CATALOG
2320010011211 TRUCK, 3/% TON 1080014373626 DECOY TARGET,TRUCK ER 42634.10 SOC
paoaMAM4242  TRICK. 24n TON 1080014373628 DECOY TARGET,TRUCK En 109426.80 59C

(1228088682798 TRUCK,CARRIAGE ER 8.98 S9FE

(1270608986778 TRUCKING MOUNT,STABIL ER 33826.18 FLZ

E 1426086896296 TRUCK ,HAND ,PROJEC EA 366.00 N35

450000664526 TRUCK,GUIDED MISSILE EA 7486.06 FG2

1450000752117 TRUCK,GUIDED MISSILE ER 174.600 FLZ J

(1450681866142 TRUCK,GUIDED WISSILE ER 3600.88 NCB

M450081762709 TRUCK,GUIDED MISSILE EA 13941.00 AKZ

4506081762712 TRUCK,GUIDED MISSILE X45549 ER 16138.00 AKZ

450001802492 TRUCK,GUIDED MISSILE EA 250.00 FL2

q »

.
STEP 4: EL x
Kir Part
The stock number that you selected will Stock Nbr: | ] ExplDese
be displayed in the Stock Nbr data entry Hef Pub
box. SKOIBIEAI
Click QK New MCH
,TI Clear Exit
CH2 45
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Adding A Catalog Record

% Catalog Add/Change/Delete

/=]
=l

Bl ] =(rd

Basic |Addl'| Attributes | Maintenance |

Key Data
’V Stock Nbr: | Prev Stock Nbr: |
Stock ftem Cd: | =] Mgred:| =]

Generic Nomen: |

Nomen: | LIN: [ Fsc:| r
ul: j' Unit Price:

Type Asset Cd: ~| Equip Deprn Cd: | |
ACC: ~| T Svc Life:

ecc: [ 4| anc:| H
Dmil Ca:| = el El
ricc: | | Ref caif =l

| " IT Asset

IT Device Cd: _I ‘

Deleie | add | cancel | Exit |

o ENTERING LINS IN DPAS:

There are 2 ways to enter a LIN in DPAS:

STEP 5:

a. Stock Item Cd: Select if the Stock Nbr is an
NSN, MCN, or Mfr Part Nbr.

b. Mgt Cd: Select how this item is to be managed
Serially or Bulk.

c. Generic Nomen: Enter the long description of
the item.

d. Nomen: Enter the short description of the
item.

e. LIN: Enter the Line Item Number, if applicable
to your Activity.

f. FSC: If you selected Mfr Part Nbr for the
Stock Item Cd, you will need to enter a Federal
Supply Class for your item. You can click on the
binoculars to search the FSC by Codes or by
Description.

STANDARD: First position is alphabetic, followed by 5 numbers. This LIN is on the AMDF or the SB

700-20.

NON-STANDARD: Will be any combination other than the STANDARD. For example you could have
the first and second positions alphabetic, followed by 4 numbers or the first 5 positions are humeric
and the last position is alphabetic. A non-standard LIN is locally assigned.

g. UI: Select the appropriate code for how the item is packaged.
h. Unit Price: Enter a base line price of the asset, if required by your Activity.

The next group helps identify if an asset is Capital and will require depreciation.

i. Type Asset Cd: Select the type of asset. Refer to References for the appropriate codes.
j.  ACC: Select the appropriate Asset Control Code. Refer to References for the appropriate codes.
k. Equip Deprn Cd: This field is only accessible if you selected an ACC of L, N, or T. Refer to

References for the appropriate codes.

I.  YrSvc Life: Enter the shelf life of the asset. This must be greater than 1 for all Capital assets.
m. ECC: Enter the category of equipment. This will be mandatory if using the Maintenance and
Utilization Module. You can search by either description or by specific code. Refer to References for

the appropriate codes.

n. ARC: Select whether the asset is Nonexpendable, Expendable, or Durable.

o. Dmil Cd: Select the appropriate code for instructions for removal of functional or military
characteristics of a materiel item, if applicable to your Activity. This field will default to an “A-Non-
Munitions List Item (MLI)- demilitarization not required”. Refer to References for the appropriate

codes.

CH 2
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Adding A Catalog Record

CIC: Select whether the asset is controlled by the SB 700-20.

RIIC: Select the appropriate level of reporting for UIT, CBS-X, Serial Number Tracking Systems, etc.,

if applicable to your Activity. Refer to References for the appropriate codes.

. Ref Cd: Select whether the asset has a Technical Manual, Supply Catalog, or Other type of manual
for SKO/BII/AAI's. Refer to References for the appropriate codes.

s. IT Asset: Check this box if the asset is IT.

t. IT Device Cd: If the asset is IT, then this field is accessible. You will need to identify the IT Device

Code for the asset.

L7

.. HINT!
ég If you click the browse button on the IT Device Cd, you can search for a device by either the IT
! Device Cd or by IT Device Name.

o If you accept the default for IT Device Cd, you do not have to enter the code, click OK and
DPAS will display ALL the IT Device Codes. You will need to scroll through the list and
select the appropriate code.

o If you select the IT Device Name, enter the type of item (e.g., mainframe, modem, etc.).
DPAS will display only those codes that have that particular name. Scroll through the list
and select the appropriate code.

. :_:&Eatig Add;/Change /Delete 9 ]| §|
STEP 6: 8t ] =7 =
Basic Addt'l Atiributes | Maintenance |
The fields on this page are not mandatory
entry fields. However, your Activity may Spel C Item Cd:| | | Local Use:
require you to input these fields for certain Class Cd: | 2 nopie;
types of equipment. CMe: | =)
Spcl Reqmts Cd:l ﬂ Haz Mat Cd: l_ﬂl
a. Spcl Ctl Item Cd: Select the Loe: | oo capea |
appropriate code if the item is to have cic: I = ::;C;‘ Cc"d -
any special controls, if applicable to your  |Recoverca: | El it
Activity. Refer to References for the ADPE1d cd: | Bl e
appropriate codes. Precious Mtl Cd:| =l I DODSASF Cd
b. Class Cd: Select the appropriate code A At 6 : i "::::E'a;':" -
that identifies that the asset is approved :
Delete || add || cancel || Exit |

for service, if applicable to your Activity.
This data field is not accessible if the
Process Id on the UIC table equals “"A” and the entered Stock Nbr is on the SB 700-20. Refer to
References for the appropriate codes.

c. CMC: Select the appropriate Army Activity responsible for class management, if applicable to your
Activity. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered
Stock Nbr is on the SB 700-20. Refer to References for the appropriate codes.

d. Spcl Reqmts Cd: Enter the applicable supply function that must be done in accordance with special
documents, if applicatble to your Activity. Refer to References for the appropriate codes.

e. Sply Cat Mat Cd: Enter the applicable class of supply and sub-classification, if applicable to your
Activity. This data field is not accessible if the Process Id on the UIC table equals “"A” and the entered
Stock Nbr is on the SB 700-20 or FED LOG Table.

f. LCC: Select the appropriate code for logistics provisioning, requisitioning, distribution, etc., if
applicable to your Activity. This data field is not accessible if the Process Id on the UIC table equals “"A”
and the entered Stock Nbr is on the SB 700-20 or FED LOG Table. Refer to References for the
appropriate codes.
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CH 2

CIIC: Enter the classification of the asset. This data field is not accessible if the Process Id on the
UIC table equals “"A” and the entered Stock Nbr is on the SB 700-20. If the item is on the FED LOG,
this data field will not be accessible for all users. CIIC will default to a “*U” for an add transaction.
Refer to References for the appropriate codes.

Recover Cd: Select the appropriate code that indicates what supply levels have disposition authority
on certain unserviceable support assets, if applicable to your Activity. Refer to References for the
appropriate codes.

Mat Cat Cd: Enter the applicable code that shows the material category structure detail for
management of Army inventories, if applicable to your Activity.

ADPE Id Cd: Select a code which identifies repair parts to the end item of Automatic Data Processing
(ADP) equipment. The codes identify ADP Components, Supplies, and Support Equipment. This data
field is not accessible if the item is on the FED LOG.

Precious Mtl Cd: Select a code which identifies any type of precious metal that the equipment may
contain. This data field is not accessible if the item is on the FED LOG. Refer to References for the
appropriate codes.

Acq Advice Cd: Select a code which identifies how the item was acquired. Refer to References for
the appropriate codes.

Shelf Life Cd: Select a code which identifies the period of time beginning with the date of
manufacture/cure/assembly/pack and terminated by the date by which an item must be used
(expiration date) or subjected to inspection/test/restoration/disposal action. This data field is not
accessible if the item is on the FED LOG. Refer to References for the appropriate codes.

Local Use: This is a free field.

DODIC: Enter the ammunition identification, if applicable to your Activity. This data field is not
accessible if the Process Id on the UIC Table equals “"A” and the entered Stock Nbr is on the SB 700-20
or FED LOG Table.

PEC: Enter the numeric code designed to identify items of Industrial Plant Equipment. This field is
only accessible if the ACC is “J” (IPE Equipment).

Haz Mat Cd: If the item is considered hazardous material, select the appropriate hazardous material
code. You can use the binoculars to search for the appropriate code. This data field is not accessible
if the item is on the FED LOG.

Sply Cat Mat Cd: Enter the applicable class of supply and sub-classification, if applicable to your
Activity. Refer to Annex ZA Data Elements for valid codes. These codes are divided into 2 parts - 1st
position is the Class of Supply; the second position is the Sub-Classification of Supply.

Mat Cat Cd: Enter the applicable code that shows the materiel category structure detail for
management of Army inventories, if appplicable to your Activity. This field is not accessible if the the
Process Id on the UIC table equals “"A” and the entered Stock Nbr is on the SB 700-20 or FED LOG
table.

NIIN Sts Cd: Enter the code which indicates the present status of the National Item Identification
Number recorded in the FLIS database. This code indicates if the NIIN is active, restricted, cancelled,
non-procurable, or inactive. This field is not accessible if the item is on the FED LOG.

CIIC Other: If this asset is to be included in the monthly sensitive item reports, but has a non-
sensitive CIIC, check this box. The asset will appear on the Other than Weapons and Ammunition
Sensitive Item Inventory Report.

DODSASP Cd: If this asset is to be included in the DoD Small Arms Serialization Program, check this
box. The asset will appear on the Weapons and Ammunition Sensitive Item Inventory Report.
Calibration Cd: If this asset is to be periodically calibrated, check this box.

TMDE Cd: If this asset is considered as Test, Measurement, and Diagnostic Equipment, check this
box. The asset will appear on the TMDE Inventory Report.

Click on the Maintenance tab.
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If you are not using the Maintenance and Utilization module in DPAS, you can click the Add button to
catalog your item. Otherwise, continue with the next step.

STEP 7: = :

Basic | Addt'l Attributes Maintenance

a. Svc Cd: Select the appropriate code, if
the asset is a Production and Service
item (P&SE) or a mobile item

b. Util Cd: Select the utilization criteria for
the P&SE or mobile asset. Refer to
References for the appropriate codes.

C. Vehicle Grp Cd: Select the appropriate
grouping for vehicles. See Annex G of
the DPAS On-Line Help for a complete
listing of these codes.

d. Maint Grp Id: Select the user-defined

code that categorizes groups of assets

that are available for maintenance. LElEts Add ol Exit

These codes are created in the Utilities

module.

Min Pct Util: Enter the lowest percentage of utilization for the item for the P&SE or Mobile asset.

Obj Pct Util: Enter the objective percentage of utilization for the item for the P&SE or Mobile asset.

Svc Life Mi/Hr: Enter the actual miles or hours of service life of the asset.

Click Add.

Min Pct LHil:
Obj Pct Util:
Swe Life MifHr:

Sve Cd: [

Uil Cd: [

Ll e L]

Vehicle Grp Cd: |

MaintGrp 1d: [ .|

o ™o

If you entered a LIN and it already exists on the Catalog, you will receive the following warning message
(this is NOT an error message and you will still be able to process the transaction):

i. If the LIN is correct for the item you have cata-

The following stock numbers exist with LIN 38639 : |Oged, SeleCt antinue_
Stock Nbr Nomen Type Asset  RICC . . .
P The Transaction Processed dialog box will be
2310001779201  TRK AMB M718A1 .
2310001779222 TRUCK G 8 displayed.
j. Click OK.
- You will be returned to the Key Data screen.
E Continue E Cancel | k CIICk EXit

Changing Information on a Catalog Record

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.

2. Click OK.

3. Make the necessary change(s).

4. Click Change.
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Deletin log Recor

If you wish to delete a record from the catalog, you will need to ensure that there are no items on order,
no authorization records, or items on hand with that particular stock number.

1. Once you are ready to delete the item, enter the Stock Nbr in the Key Data screen.
2. Click OK.
3. Click Delete.
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Practical Exercise: Adding Catalog Records

Title: Adding Catalog Records

Objectives: At the completion of this practical exercise you will be able to add new catalog records to
your DPAS catalog using National Stock Number, Management Control Number or CAGE/Part Nbr.

Prerequisites: Access to Catalog Module
References: Reference in the Chapter One

Scenario: Your office has just received information on three new items to be added to your catalog for
purchase of a new department within the organization.

Instructions: Use the knowledge that you have gained from this section to add two new records.

Given:

For Army (Replace XX with your Student

For Marine Corps

Number)

e Locally purchased Graphic Computer (LIN | o Locally purchased Graphic Computer
XX209N Stock Number 702500X5022XX (Nomen CPU: Z-STATION, LIN 70209N,
Price $1,500.00) Price $2,575.00)

e Locally purchased Cargo Truck (LIN e Locally purchased Cargo Truck (Stock
XX496T Stock Number 23200147113XX Number 1730014659518, LIN 99999N,
Capital asset price $125,000.00) Capital asset price $285,167.00)

For All Other Agencies

e Locally purchased Graphic Computer
(Stock Number 702500X5022XX Price
$1,500.00)

¢ Locally purchased Cargo Truck (Stock
Number 23200147113XX Capital asset
price $125,000.00)

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Adding A Catalog Record Using A Management Control Number

(MCN)
MODULE: Catalog

INTRODUCTION

Management Control Numbers (MCNs) are locally assigned to items that are not part of the National
Stock Numbers (NSN). If you are unable to identify a National Stock Number (NSN), you can catalog
the asset using a Management Control Number.

An MCN is thirteen positions long. The format for an MCN is that the first six (6) positions are
numeric and are broken down into this format: the first four (4) positions are the Federal Supply
Class (FSC), the next two (2) positions are the National Codification Bureau (NCB) code, the next
three (3) positions are the Item Number which is locally assigned. This Item Number MUST have its
first position as an alphabetic character, and then followed by two (2) numbers. The remaining
numbers will automatically generate for you based on the MCN Serial Number that you establish. For
example, this MCN may look like 702500X500001.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Catalog from the program list.

<

Catalog

Catalog Actions Catalog
Mass Ch . MFr Prt M

ﬂ Ref Publication
Interfaces b  Expanded Desc
Reports b SKOJBIAAL Cnfg
Inquiries F
Help
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Adding A Catalog Record Using A Management Control Number (MCN)

STEP 1:
2|
|| ol Part ¢ Click on the New MCN button.
Stock Nbr: | [ | EpLoss
Hef Bub
SROTBIIfAA]
New MCN
oK I Clear Exit
STEP 2: -
e Click on the binoculars to search for the Federal FsG ! L]
Supply Class. If you already know what it is, then NCB Cd: | =
enter it in the field.
Item Nbr: I
oK | Clear | Cancel

Search By
’76‘ Code ¢ Description

Search Field:

THROUGH 3 BHH

18085 -GUNS,
1818 -GUNS,

OUER 3@MHM UP TO 75HMH

1815 -GUNS, 75HHM - 125HMH

1828 -GUNS, OUVER 125HHM - 158HH
16825 -GUNS, OUVER 158HH - 208MH
1838 -GUNS, OUVER 288HH - 308MH

1835 -GUHS,
1Gh0 —CHHCI
i

OUER 3@8HH

HPHS £ ENlp

OK

il

STEP 4:

STEP 3:

a. Select how you want to search for the FSC. If you search by
description, you will get an alphabetical list.
b. Scroll through the list of FSCs and select the appropriate class.

c. Click OK.

a. NCB Cd: Using the pick list, select the National
Codification Bureau Number (or Country Code).

b. Item Nbr: Enter a 3-position code. This is user
defined and the first position MUST be an
alphabetic character followed by 2 numbers.

c. Click OK.

CH1
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FSC: | @
NCB Cd: | =
Item Nbr: I
oK | Clear | Cancel
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Adding A Catalog Record Using A Management Control Number (MCN)

STEP 5:
MCN Serial Number ﬂ
The MCN Serial Number for the ltem Nbr has not heen a. Enter the number that you want the first
previously assigned. assigned sequential number to be. For

example, if your MCN begins with 702500F11
and you enter 1 for the beginning MCN Serial
0K Number, your stock number will be

= 702500F110001.

b. Click OK.

Enter beqginning MCN Serial Number: I

- <5 HINT!

~ If you enter 1 as the beginning MCN Serial Number every time you assign a new MCN, DPAS will
read the Catalog table to assign the next sequential number. For example, if you have the MCN
702500F110001 already established, and you use the same first seven numbers (702500F11)
and you enter 1 as your beginning MCN Serial Number, the next number will automatically be
assigned 702500F110002.

STEP 6:
e Click OK. :ill
Mir Bart
Stock Nbr: _l Exp Desc
RefiPub
SROTBIIAS]
New MCN
0K I Clear Exit
STEP 7:

You can now complete the cataloging process to add your new Management Control Number.

Changing Inf i MCN R I

1. Enter the MCN on the Key Data screen for the item you are changing.
2. Click OK.

3. Make the necessary change(s).

4. Click Change.

Deleting an MCN R I

If you wish to delete an MCN record from the catalog, you will need to ensure that there are no items on
order, no authorization records, or items on hand with that particular MCN stock number.

1. Once you are ready to delete the item, enter the MCN Stock Nbr in the Key Data screen.
2. Click OK.
3. Click Delete.
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Adding A Manufacturer Key
MODULE: Catalog

INTRODUCTION

This screen allows you to establish Mfr Keys on the Manufacturer's Model/Part Number Table. Mfr
Keys can be loaded to a specific hand receipt record creating an easy cross-reference to the items on-
hand.

The Manufacturer's Model/Part Number Table provides a central reference to the CAGE code, part

number/model number, and manufacturer's name. IT Mfr Cd is available for update when the IT
Asset on the Catalog Table equals “Y".

PREREQUISITES
The Stock Number must exist on the Catalog Table.
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Mfr Prt Nbr from the program list.

U

Catalog
Catalog Actions 1 [EEEELERN
Mt Prt hbe

Mass Changes

Ref Publication
Interfaces b Expanded Desc
Reparts b SKOUBILART Cnfg
[nquiries 3
Help
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Adding A Manufacturer Key

a. Stock Nbr: Enter the stock number for

which you are adding a manufacturer key.

b. Mfr Key: Click on the browse button to
display any manufacturer’s that may have
previously been established.

STEP 1:
Key Data
Stock Nbr: | [
Mir Key: I _|
oK | Clear | Exit |

Manufacturer information is broken down by “keys”. What this means is that a particular Stock Number
can have over 99,999 manufacturers. For example, if your stock number was 7025000010033 with a
nomenclature of Computer, Pentium 1V, 1.5 GHz, you could build key 01 with the manufacturer of Dell, key
02 Gateway, key 03 Compagq, etc. By doing this, it will keep your catalog cleaner and easier to maintain.

STEP 2:

This screen displays all manufacturers
that have been previously established for
the stock number (if any).

To assign a new key, click on the
Assign New Key button.

Mir Key
Mfr
Key

Hfr Hm

1 GATEWAY (SYSTEMS) IHC
8  UNASSIGHED

Hfr Part Hbr
433MD7 7

4 |

OK I Assign New Key

STEP 3:
2
Stock Nbr:  [Fous Stock Nbr dimplayed here .. | The next available manufacturer key is displayed.
Mir Key: I 2] E
¢ Click OK.
ok | clear | Exit |
ST E P 4: ::}Manufacturr Part Number Add/Change/Delete
a. CAGE Cd: Enter the Commercial and ~Key Data
Government Entity (CAGE) Code of the z‘“" br: Ll G
item, if available. This field is mandatory S
if you cataloged the item with a cact oo ——
Maintenance Group Code. :
b. Mfr Part Nbr: Enter the Mfr Part MirPartNbr: |
Number or MOdel Of the |tem. IT Mir Cd: l— _I Request New IT Mir Cdl
Mir Name: I
Ref File Name . | | £
Related Data Delete Add Cancel | Exit |
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c. IT Mfr Cd: If the item is IT AND you know the 3-position manufacturer code, then enter it in this
field. If you do not know the IT Mfr Cd, click on the browse button to search the IT Mfr Table (see the
hint below).

d. Mfr Name: For IT equipment, this field will be populated from the IT Mfr Table. For non-IT
equipment, enter the name of the manufacturer.

e. Ref File Name: By clicking on this button, you will be able to attach a file, picture, etc., to the item.

f.  If you click on the pencil button, this will display any existing files for that Stock Nbr.

g. Click Add.

The Transaction Processed dialog box will be displayed.
h. Click OK.
You will be returned to the Key Data screen.

i. Click Exit.
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Requesting A New IT Manufacturer Code

If there is no IT Manufacturer Code for your manufacturer, you can request a new one.

~Key Data
Stock Nbr:

Mfr Key:
Nomen:

—

CAGE Cd:

Mir Part Nbr: I

_I Request New IT Mfr Cd

IT Mfr Cd:

Mir Name: I

Ref File Name ... | |

Related Data Delete Cancel

Exit |

STEP 2:

You will be taken to the DPAS Home Page.

If you are NOT a Navy Activity:

Click on IT Manufacturer Code
Request Form.

If you are a Navy Activity:

Click on Navy Online IT Manufacturer
Code Request Form.

CH1
20 July 2004

STEP 1:

¢ Click on the Request New IT Mfr Cd button.

DPAS

Defense Property
Accountability System

About Us

Manufacturer Codes

i IT Manufacturer Code

Request Form IT Marufacturer Code Request

Goes to the DRAS IT Manufacturer Code Request Page.
it ITManufacturer Code

Reports
Mawy Online IT Manufacturer Code Request Form =3
To add items to the Navy Standard Catalog fill DUt the NAVY DPAS SUPPORT
TEAM REQUEST FORM

Quick Links

i Access to DPAS

i Trouble Ticket

The software Training Library Contact Us

IT Manufacturer Code Request Links
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STEP 3:

¢ Complete the form and click Submit Form at the bottom of the page.

For Non-Navy Activities: For Navy Activities:

i =
bwe - S - QY[ Y| Gsewsh [ireotes Frwoe (3 - S5 A - (]

) T e e e —y ey z] e ks ™

NAVY DPAS SUPPORT TEAM REQUEST FORM

Paint af Cantact (Namu):
Telephone: DSH [
Commarcial: [~

Email Addewss: (Onby mil and .gov omail |
e are accopted)

Command o Activiee: [
SWED: [
SmEWC: [
Masufscturer Namo = [ =

For Non Navy Activities: If you have any questions for the IT Manufacturer Code Coordinator, there is
a link on the right side of the web page that will submit an email to the Coordinator.

For Navy Activities: If you have any questions or problems, there is a link at the bottom of the web
page that will submit an email to FISC Norfolk.

DPAS will return you to the Mfr Part Number Key Data screen.

Key Data
2]l ¢ Click Exit to return to the DPAS Main
Menu.

Stock Nbr: | ]
Mir Key: I _|

Changing Mfr Keys

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.

2. Enter or browse for the Mfr Key you are changing.

3. Click OK.

4. Make the necessary change.

5. Click Change.
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Deleting Mfr Keys

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.

2. Enter or browse for the Mfr Key you are deleting.

3. Click OK.

4. Click Delete.
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Adding Expanded Descriptions
MODULE: Catalog

INTRODUCTION
This screen is used to add, change and delete item description information (250 characters) to a
specific Stock Nbr. One description per Stock Nbr can be added and will apply to all items on the
Serial Hand Receipt Table and Component Hand Receipt Table for that Stock Nbr.

PREREQUISITES
The Stock Number must exist on the Catalog Table.
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Expanded Desc from the program list.

<

Catalog

atalog Actions Catalog
Mass Ch R MFr Prt Kb

ﬂ Ref Publication
Interfaces Expanded Dest
Reparts b SKOYBILMAAT Crfg
Inquiries 4
Help

STEP 1:

o [x

a. Stock Nbr: Enter the stock number.
b. Click OK. Stock Nbr: | _|

ok | Clear Exit |
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v Expaned Description Add/Change /Delete =1oi
LB E]RR H a. Desc: Enter your expanded description
for this item. You can enter up to 250
[ characters of information in this box.
Stock Nbr: b. Click Add.
Generic Nomen:
Nomen:
Desc: ;l
-
Delete Add Cancel Exit

You are returned to the Key Data screen.

e Click Exit to return to the DPAS Main : 2]
Menu.
Stock Nbr: | [
ok | Clear Exit |
o . E led D ipti
1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
2. Click OK.
3. Make the necessary change.
4. Click Change.
Deleti E jed D ipti

1. Enter the Stock Nbr on the Key Data screen for the description you are deleting.
2. Click OK.
3. Click Change.
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Adding Reference Publication Information
MODULE: Catalog

INTRODUCTION

This process will allow you add reference publications for a cataloged item (such as technical
manuals, users guides, etc.). This process is optional and can only be queried using the Catalog
Inquiries (cannot be queried through Eureka).

OBJECTIVES

None
PREREQUISITES

The Stock Number must exist on the Catalog Table.
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Ref Publication from the program list.

S

Catalog

Catalog Actions Catalog
MFr Prk Mbr

Mass Changes

Ref Publication
Interfaces 3 Expanded Desc
Reports 3 SKEOJBILfAAL Cnfg
Inquiries k
Help
STEP 1:
X
ﬂ -
a. Stock Nbr: Enter the Stock Nbr for which
Stock Nbr: | D Publication Key: | J you are adding the publication.
b. Publication Key: Enter a numeric key
ok | cear | Exit | (from 1 to 9).
c. Click OK.

63



Adding Reference Publication Information

STEP 2: 2 Reference Publication Add/Change/Delete 1ol x|
441 =/ -
a. Publication Title: Enter the title of the
publication. [
b. Publication Dt: Enter the date of the Stock Nbr: (P oo (7
publication (must be in YYYYMMDD
sequence). Nomen:
c. Click Add.

Publication Title: |

Publication Dt: I

Delete Add Cancel Exit

You are returned to the Key Data screen.

2|l o Click Exit to return to the DPAS Main Menu.

Stock Nbr: || D Publication Key: I_J
ok | cear | Exit |

hanging Reference Publication

1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
2. Enter the Publication Key that you wish to change.

3. Click OK.

4. Make the necessary change.

5. Click Change.

Deleting Reference Publication

1. Enter the Stock Nbr on the Key Data screen for the description you are deleting.
2. Enter the Publication Key that you wish to delete.

3. Click OK.

4. Click Delete.
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Introduction To The Document Register

The Document Register is used to track all documents that affect the balance of the Property Book. All
requisitions and the status of those requisitions can be tracked. The permission to transfer an asset or
change a major aspect of the asset can be tracked. The above Documents can be tracked manually or the
Register can be interfaced with a Supply System to pass the Requisitions and Status automatically.

The use of the Document Register is optional for some users. If the Document Register is to be used then
a Document Register record is Mandatory for all transactions that affect the balance of the Property Book
and Bar Code/Serial Number changes.

The Document Number can be entered manually by the user or the system can generate the next
sequential Document Number. The user has the ability to divide the Document Register into “Blocks”. The
“blocks” must be established in the Utilities Module before the Document Register can be used. The
“blocks” are used to divide the Document Numbers into groups, such as Expendables, Non-Expendables,
IT or Ammunition.

The Request for Issue described in this section allows the tracking of a request for the purchase of an
asset. This would only be used for the purchasing of a new asset, not a transfer of an asset from another
Government Agency/Service.

The Request For Issue data elements are the Standard FEDSTRIP/MILSTRIP data elements. There are
additional fields that allow the user to enter more information about a Document that would not be passed
to the Supply System. These are the fields on the second page. Depending on the Supply System the
user is interfacing, the fields on the Request For Issue will have different edits and may display different
values in the Drop Down Lists.

On the second screen there is an Authorization Control Number field. When a Request for Issue is
processed, the Due-In quantity will be displayed in the last section of the Hand Receipt Report sorted in
Authorization Sequence. If the user wants to have the Due-In quantity displayed in the body of the report
with the Authorized LIN of the asset, the Authorization Control Number must be entered on the Document
Register.
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Requesting A Document Number
MODULE: Document Register

INTRODUCTION

This module develops a register that assigns numbers for requisitioning and tracking personal
property accountability actions. Document Numbers are either entered manually or assigned
automatically. The document register function provides an automated tie-in to hand receipt
processing.

This section allows the user to assign a Document Number to track a piece of equipment that is on
order.

PREREQUISITES

Before the DPAS Automated Document Number Assignment feature can be used, the document
number range and associated Block must be established on the Document Number Range table. This
table is located in the DPAS Utilities Module.

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the Document Register program group.
3. Select Issue from the Supply Requests program list.

H
Document
Update Actions b Turm-in
Detal TunInrangfer » Miscellaneaus Actions
etail Turn-In/TransFer
Modify/Cancel/Folaw-up
Intetfaces b
Reparts b
Inquiries b
Help
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Key Data

uic: N J Document Number Assignment
¥ Automated
DIC: I j " Manual

L= <]

1

Stock Nr; J
K|

Clear | Exit |

STEP 1:

UIC: Enter your UIC.

b. DIC: From the drop down list box, select the
appropriate Document Identifier Code for the
item for which you are getting the document
number.

c. Stock Nbr: Enter or browse for the Stock

Nbr. The Stock Nbr must be consistent with
the DIC that you selected. For example, if you
enter a true NSN (13-position numeric
characters), then your DIC must be for an
NSN. If your Stock Nbr is an MCN (13-
positions, but there is an alpha character in the
7th position), then the DIC must be for Other
Domestic or Exception Data Domestic. If your
Stock Nbr is a part number, then the DIC must
be for a Part Nbr.

d. Document Number Assignment Group Box: Select the appropriate document number
assignment. Automated: DPAS will automatically generate a document number once you process
the transaction. Manual: This will be user defined.

e. Click OK.

STEP 2:

.. . ~Key Data D Regi

a. Dpc Nbr: If your Activity interfaces uic: S

with SARSS-O AND you selected to DIC:

. Stock Nbr: Block: [ L]

assign your document number

automatically, this field will populate N _

with the unit’s DoDAAC. If your Activity HRH_N'"' | - B He -

does not interface with SARSS-O AND Media Sts Cd: Stock Nbr:

you selected to assign your document ut | o |

number automatically, you will need to Demand Cd: | | supp address: |

enter your DoDAAC. Signalcd:  |° ~ShipsBill Ranr =l Fund camppn: | ]

Dstrn Cd: [ Prj Cd: [ [ Postpost

If you selected to manually assign your PD: | =l roo: [ ]

document number, enter your document

number. Page 1 of 2 Next Page | Save | Cancel | Exit

b. Block: Click the browse button to display the blocks of document numbers for assignment.
v HINTS!

1 e A complete Document Number is only mandatory if the Manual Document Number

Assignment was selected in Step 1.
e BLOCK is only mandatory if the Automatic Document Number Assignment was selected in
Step 1.
e When assigning a manual document number, you CANNOT assign the number using a

Julian date equal or greater than the current Julian date. This prevents a duplicate docu-
ment number from being entered.
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c. HRH Nbr: Enter the appropriate Major Hand Receipt Holder Number and/or Sub Hand Receipt Holder
Number.
d. RIC: Enter the Routing Identifier Code. This field will not be mandatory for Activities that interface
with SARSS-O.
e. Media Sts Cd: Select the appropriate code that describes the type of status report, who receives it,
and method of status. Refer to References for the appropriate codes.
f. Qty: Enter the quantity being ordered or the quantity from the receipt documentation.
g. Demand Cd: Select the type demand for the item. Refer to References for the appropriate codes.
h. Supp Address: If you are identifying an alternate address for shipping and/or billing, enter the
appropriate address.
i. Signal Cd: Select the appropriate code to identify where the item(s) is to be shipped as well as who
to bill. The default is displayed. Refer to References for the appropriate codes.
j.  Fund Cd/Appn: Click on the browse button to display the valid Fund Codes and/or Appropriation
Allotment Serial Numbers. Select the appropriate code(s) for the item.
k. Dstrn Cd: Enter the delivery point, distribution/end item or type requirement code, if applicable to
your Activity.
I.  Prj Cd: If this item is being used for a specific project, enter the appropriate project code.
m. Postpost: Check this box if the asset has already been received and there is no requirement for the
requisition to be transmitted to the Supply Support Activity.
n. PD: Select the appropriate Priority Designation for your Activity from the pick list. Refer to
References for the appropriate codes.
0. RDD: Enter the 3-position Julian date that indicates the Required Delivery Date of the item.
p. Click Next Page.
::‘?.Requestforlssue — !El STEP 3:
aaoree et | = acqcoss | a. _Advice_ Cd: If you have special
cona o | o instructions for the SSA, select the
N"':n i Ahn =R appropriate code from the pick list.
: Refer to References for the appropriate
Expt1d Cd: | =l statca: | [~ codes.
b. Acq Cost: Enter the expected cost of
o I the item. This field will display the Unit
Rt Text: ] Taskca: | Cost from the Catalog Table, if one was
Reparable Gt | o entered. This field will also carry over to
the End Item Increase screen when you
sitecd: | ] LocalUse: | add the item to the Property Book.
Remarks: | c. Cond Cd: If this field is accessible, you
Page 2 uf 2 Prev.Page | Save | Cancel | Exit | can select the Condition Code for the
item.
d. Authn Ctl Nbr: If your Activity uses authorizations, it is recommended that you enter your

CH 2

Authorization Control Number for the item so that your due-ins appear correctly on your Hand Receipt
report. If your Activity does not use authorizations, this field will not be accessible.

If the user wants to have the Due-In quantity displayed in the body of the report with the Authorized
LIN of the asset, the Authorization Control Number must be entered on the Document Register.
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p.

r

Nomen: If the Stock Nbr that was entered on the Key Data screen was found on the Catalog Table,
then this field will be displayed and cannot be changed. If the Stock Nbr that was entered is not on
the Catalog Table, you must supply the Nomenclature of the item.

Expt Id Cd: If your Activity interfaces with AMCISS, then this field is available for you to identify
consumable items. Refer to References for the appropriate codes.

Strat Cd: If your Activity interfaces with AMCISS, then this field is available for you to designate the
reason for the supply request. Refer to References for the appropriate codes.

Acct Process Cd: If your Activity interfaces with SARSS-0, then use this field to identify specific
accounting requirements.

EOR Ind: If your Activity interfaces with AMICSS, this field will not be accessible.

Ref Text: If your Activity interfaces with SARSS-0, identify any documentation that should be
included with the order.

Reparable Cd: If your Activity interfaces with SARSS-O, select the appropriate code to identify items
as reparable or non-reparable. Refer to References for the appropriate codes.

Office: Enter the appropriate office for your Activity. This field will display on the End Item Increase
screen for this item. If you do not enter anything on this screen, you will need to enter the office on
the increase screen.

Task Cd: Enter the appropriate task code for your Activity, if applicable. This field will display on the
End Item Increase screen for this item. If you do not enter a task code on this screen for capital
items, you will have to enter the task code on the increase screen. This code is assigned by your
Finance Office.

Job Order Nbr: Enter the appropriate Job Order Number, if applicable. This field will display on the
End Item Increase screen for this item. If you do not enter a job order number on this screen for
capital items, you will have to enter the job order number on the increase screen. This code is
assigned by your Finance Office.

Site Cd: If site codes were previously established in the Utilities module, click on the browse button
to display the valid codes. Select the code that identifies the storage location of the item.

Local Use: This is a free field.

Remarks: Enter any applicable remarks.

Click Save.

If you had DPAS generate an automated document number, notice that after you process the transaction
that the document number is displayed. You may have to move the Key Data screen to see the document
number.

The

S.

CH 2

Transaction Processed dialog box will be displayed.

Click OK.
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You will be returned to the Key Data screen.

Notice that the Document Number s
is assigned.

t. Click Exit.

CH 2
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e Request for Issue O] x|
I]
~Key Data -D Regi
G AL Docibr:  [W25G10Q41750002
DIC: ADA
0 ..
Stock Nbr: 232 59260 lock. =
b g L 4
uic: LA >
. {* Automated
DIC: [n8A —NSH Domestic =l o i
Stock Nbr: (2320000559262 =l
[
. oKk | Clear | Exit |
Dstrn Cd: Prj Cd: I” Postpost
PD: [13 —Rout ump=c,Fap-111 =] ppp. 222
Page 1 of 2 Next Page | Save | Cancel | Exit
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Practical Exercise: Request for Issue

Title: Create a Request for Issue Document

Objectives: At the completion of this practical exercise you will be able to create an Issue document
for these items to your hand receipt.

Prerequisites: Access to Document Register module
References: Reference in the Chapter One
Scenario: Your office has just received a request to purchase these two items for your organization.

Instructions: Use the knowledge that you have gained from this section to create two receipt
documents.

Given:

For Army (Replace XX with your Student

For Marine Corps

Number)

e Locally purchased Graphic Computer (LIN | e Locally purchased Graphic Computer (LIN
XX209N) 70209N)

e Locally purchased Cargo Truck (LIN e Locally purchased Cargo Truck (LIN
XX496T) 99999N)

For All Other Agencies

e Locally purchased Graphic Computer

e Locally purchased Cargo Truck

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q &A
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Document Register Inquiry
MODULE: Document Register

To find information about a document number, perform a Document Number Inquiry.

Document Register Selection Criteria

Selection Fields:

Acct Process Cd B
Acq Cost

Add| Data

Advice Cd

[Appn Alot Serial Nbr
Authn Ctl Nbr

Buy Cd

Cmpltn Dt

Cntr{PO Nbr

Cond Cd

pIC

Demand Cd

»|
“

Destn Id
Doc Dt
Doc Nbr
Dscrp Cd
Dstrn Cd
Due In Qty
EOR Ind
ESD/EDD

ETM ed

View
& Card
 Report

ol

Menu FEavori

Selected Fields and Values:

_’_)I

Document Register Inquiry

x|
1]

Basit Detail Status Export Supply Histnryl
uu?,n.f. fi?; WII2J34521 150001 L!Il(‘J‘: ey WUUZMU
Supp Address: Demand Cd: ] =
Fund CdjAppn: 16 REL Signal Cd: A
Prj Cd: Dstrn Cd:
RDD: PD: 15 _
Cond Cd: Advice Cd:
Subst LIN: LIN: 68408W
ExptId Cd: Strat Cd:
Acct Process Cd: Local Use:
Reparable Cd: EOR Ind:
Last Tran Dt: 20020703 Ref Text:
Sply Rls Dt: 20020703 Cmpltn Dt:
Acq Cost: Doc Dt: 20020425 =
: of]
Record 1 of 24 Previous 'ﬂe—xll New Inquiry |

Exit |

a.

b.

Scroll down the Selection
Fields to select UIC.

Leave the operator set to
equal to (=).

Enter your UIC.

Click OK or just hit the Enter
key on your keyboard.

If the document number is still open, then there will be no Completion Date (Cmplitn Dt).

CH1
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Running A Report Of Open Supply Actions
MODULE: Document Register

INTRODUCTION
The following steps will demonstrate how to generate the Open Supply Actions report in DPAS.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Reports from the program group.
3. Select Generate from the program list.
&
Document
Register
Supply Requests ]
IIpdate Actions ]

Detail Turn-In/Transfer  #

Interfaces ]

Reports Generate
Inquities b Print
Help

Document Register On-line Repor | STEP 1:

¢ Select the Open Supply check box.
" Supply

[~ Open Supply

" High Priority

[” Open High Priority

Print Rpts Close
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STEP 2:
a. Options Group Box: Select the options Sort Seq &

appropriate option. & Selective # Dac Nbr

Al " Doc Dt and Ser Nbr
e Selective: Allows you to select a Gelection Criteria
UIC, HRH Nbr, and DIC.
e All: Allows you to only select the Ve [
DIC. HRH Nbr: [ =]
DIC: [ [

b. Sort Sequence Group Box: Select  Document Number Block Range

how you want your report sorted. Block From: | .| BlockTo: | ]

~Date Range

Selection Criteria Group Box: Begin Dt [ Endpe [
¢. UIC: Enter or browse for your UIC, if info | submit |  cClear | Cancel

you selected the option Selective.
d. HRH Nbr: Enter or browse for your

HRH Nbr, if you selected the option Selective. This is optional.
e. DIC: Select which DIC you want for your report.
Document Number Block Range Group Box (Optional):
f. Block From: Enter the beginning block number.
g. Block To: Enter the ending block number.
Date Range Group Box (Optional):
h. Begin Dt: Enter the beginning date.
i. End Dt: Enter the ending date.
j.  Click Submit.
If you did not enter a HRH Nbr, you will get this message. Select the appropriate answer.

HRH Mumber Sequence x|
HRH Nbr sequence within UIC?
status x|| STEP 3:
Report Submitted ¢ C(Click OK.
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You can now print or view your Open Supply Action Report. When you submit the report, DPAS will return
you to the On-Line Document Register Reports.

STEP 4:

Document Register On-line Reports

E1E

¢ C(lick Print Rpts to print/view your report.

" High Priority
[~ Open High Priority

Print Rpts Close

From the Reports Menu for your User ID, select the Open Supply Actions report.

Below is an example of this report:

£ EUREKA:Reporter Viewer - [CRNTRPTS] = ﬂlil
@‘E\Ie Edit Miew Tools Window Help - 5|£|

=E Sk K
N4b M| @a |k omDBe

REPORT: DPED1L1IR DEFENSE PROPERTY ACCOUNTABILITY 3IV¥3ITEM DATE: 20031114 TIME: 14:0:

ACTIVITT: 901V CPEN SUPPLY ACTION REPORT

PERICD FROM: 00000000 TC: 00000000

UIC: WOUBAR OFFICE NM: CHIEF FOOD SERVICE
HRH NER: WOTECH- ELK:
—————— QUANTITY----— DATE

DOC NBR DIC RIC STK NBR NOMEN PD  REQ RCV DUE FLWF LST TRAN CMFLTD

W3T7HET10811001 A0D 411001p031370 REFERIGERATOR 12 1 o 1 1333 20010323 0000000
LIN 97Z89N STS RMEK LCL USE FMEE ERROR ON INFUT

W3ITHET10821001 ARR a u] a 20030331 0000000
LIN STS RMEK LCL USE RMEE

W3ITHET10960001 a0a 3930000251015 TRK LF 6000LE LT-60R3 08 3 1 Z 1106 20010406 0000000
LIN E51791 TS RMEK LCL USE FMEK

W3THET30901001 AOD 846501N221901 PISTOL BELT og piln) [u] 10 3150 00000000 0000000
LIN 73Zilz STS RMEK LCL USE FMEE

| _>l_I
Ready [Pg: 30f 3 MU
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Introduction To Hand Receipt

The End Item Increase screen is used to add all major assets to the Property Book. Components to Major
assets and SKO/AAI/BII are added through separate processes. Depending on what Processes are being
used there are several prerequisites for the Increase. If the Document Register is used, a Document must
be established prior to entering the Increase screen. If the Authorization Module is used, an Authorization
must be established. This can be done prior to entering the screen or once in the screen there is a Jump
Button that can be used to build the Authorization. If the Bar Code Generation process is to be used, then
the Bar Code Prefix must be established in the Utilities Module prior to entering the Increase screen. If the
asset is IT, a Manufacturer/Part Number record can be built on the Catalog. This can be done prior to
entering the screen; or, once in the screen there is a Jump Button that can be used to build the record.

If the Document Register is used, the Type of Action is tied to the edit of the Document Number field. For
instance, the system will not allow a Request for Issue Document Number to be used for a Transfer In
Type Action. If the Document Register is not being used, any Document Number can be entered.

If there are multiple assets that need to be added to the same Hand Receipt, the Multiple Entries checkbox
can be used. The assets must be tied to the same Stock Number and must be assigned to the same Hand
Receipt Holder. The Multiple Entries screen allows the entry of up to 50 Serial Numbers for one
transaction.

If the asset being picked up is tracked by bulk quantity, the Bulk Asset Checkbox must be marked. This
causes the Serial Number to be inaccessible and will generate a BULK Bar Code when the transaction is
processed. NOTE: If the Assets are Lot Managed Items they should be added to the Property Book as Bulk
Assets, and the Lot Number field, on the Second Screen of the Increase Process, should be used. A unique
Bulk Record is determined by the combination of the following fields: UIC, Fund Code, HRH Nbr, Expense
Code, Authorization Control Nbr, Loan/Lease Code, PBIC, Site Code, Location and Lot Nbr. Care must be
taken when trying to add more records to an existing bulk record. If the above fields are not entered
exactly as they were previously, a new bulk record will be created instead of adding to the existing record.

The data from the Document Register (if used) and the Catalog will populate on the Increase Screen and
should be reviewed for accuracy before the transaction is processed. Special attention should be given to
the Acquisition Cost if it is displayed. It will be pulled from the Document Register if it was entered. Any
number of things could have added or subtracted from the cost that was originally estimated.

Along with the Acquisition Cost, the Asset Code, Capitalization Code, and, from the Catalog, the Type Asset
Code, Asset Control Code and the Equipment Depreciation Code are used to determine if the asset is a
capital asset. For Defense Working Capital Fund Sites the Acquisition Date field is added to this criteria.
When the Transaction is processed, an accounting transaction will be produced that will either be reported
to the Accounting System through an interface or can be provided to the Accounting system on a report.

Once the transaction is processed, the user has two additional options on the Transaction Processed
Message box. These are to print the DA 3161 and to print a Bar Code Label.

Depending on the interfaces identified on the UIC file, this asset will be reported to various systems. It will
be reported to an Accounting System if one is identified on the UIC file. It will be reported to the DoDSASP
program if it is identified as a weapon by either the CIIC or the DoDSASP code on the Catalog. It will be
reported to UIT/CBS-X if the UIT Code is set on the UIC file and the RICC field indicates that it is
reportable. If a Supply System is identified, a transaction will be generated showing the receipt of the
asset.
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Adding Items To The Property Book
MODULE: Hand Receipt

INTRODUCTION
This process is used to add newly procured items to the DPAS Property Book.

PREREQUISITES

Before the asset can be added to your property book, the item must be on the Catalog table.

If your Activity uses the Authorizations, you will need to have an authorization for the item. Refer to
Chapter One, Adding Authorizations.

If your Activity uses the Document Register, you will need to obtain a document number for the item.
Refer to Chapter One, Requesting A Document Number.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt

End Item Actions Increase

Canmponent Sctions 4 Decrease

Bar CdjSer Mbr Change Lateral Transfer

HRH Pending Turn-In/Transfer S —

DatabaseflUIC Transfer Actions  # ranster
Selected Change

MFr ke Change o

Bulk Asset Price Adjustment pckMbrthange
Price Adjustment

Mass Changes b e

Majfsub Hand Receipt Holder

Warranty)Sve/Loan/Lease

SEQJBIIAAT Invenkary

Excess ackions 4

Irventary Actions 4

Interfaces b

Reports 4

Inquiries b

Help
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x|
?
— Type Action =
Cmpm Incr
* MNew Procurement " Admn Adj Rpt [AAR] Depr Chg
" Transfer In  Ammunition MaintAct
 Rewersal SKOTBIAS
SWarranty.
Req for Issue
™ Bulk Asset —_—
MisciAct
uIC: | | Docnbr | o
Bar Cd: Prefix ... | | I~ Auto Assign
Stock Nbr: | |
Serial Nbr: I [ Multiple Entries
0K Clear | Exit

b. Bulk Asset: Check this box if the asset is bulk managed.
the item must be cataloged with a Management Code of B (bulk managed).

UIC: Enter or browse for your UIC. You can set User Defaults to automatically display this field).
Doc Nbr: Enter or browse for the Document Number for the asset.

oo

STEP 1:

a. Type Action Group Box: Select the
appropriate action for increasing the

asset.

Type Actions

New Procure-
ment

New purchase

Transfer In

Item is being transferred in
from another Activity.

Reversal

This is an “undo”. If the
item was removed
erroneously, an increase
reversal would be used to
add it back on the property
book. Keep in mind that you
MUST use the document
number that was used when
the item was removed from
the property book.

Admn Adj Rpt
(AAR)

This may be used for items
that were found on
installation, or to pick up an
item that was reversed off
the property book, etc.

Ammunition

Used to add ammunition to
the property book (for Army,
this requires a DA Form
581).

In order to use the Bulk Asset check box,

e. Bar Cd: If your Activity bar codes assets, enter a bar code for the item. If not, leave this field blank.

Prefix...: If your Activity bar codes assets, you can establish prefixes to use to have DPAS
automatically assign your bar codes. Prefixes are established in the Utilities module. If you
clicked on the Prefix button, the Auto Assign check box is automatically checked. You cannot let

DPAS auto assign your bar codes without a prefix being established.

f. Stock Nbr:
Serial Nbr:
Click OK.

@

CH 2
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Enter or browse for the stock number of the item.
Enter the serial number of the item.
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STEP 2:

a. HRH Nbr: Enter or browse for the

~Key Data

appropriate HRH Nbr. Eay i uic:
b. Acq Cost: Enter the actual cost of the if.,'i'.:':,' :°° N
Item. Type Action: Due In Oty:
If the Acquisition Cost is less than or greater |HRH Nor: | [l acocost] 7=

than the Unit Price on the Catalog by a set | Fund caeopn: [ | o] weve [ Mickey: [ -]
percentage (the default is 10 percent), the Authn Gt Nbr: El by (B B enon =
following warning dialog boxes will be MirSerialbe T ay: |

displayed respectively upon processing the Asset Cd: | = office: -
transaction. You will be able to accept the cptl cd: | ||l raskes: [ ]
cost or cancel it to make a change to the Exp Cd: | =] | Job rder Nbr: |
Acquisition Cost amount. Services/ Lojle Cd: | =| cnuponbe: |
Components may request a change to either ¢, .4 o2 Belated Data| NextPage | Save | Cancel | Exit |
of these percentages, as they deem
appropriate by having their Configuration
Control Board (CCB) member contact their
DPAS representative.

LESS THAN GREATER THAN

Acquisition Cost,/Catalog Unit Price ¥ariance Acquisition Cost/Catalog Unit Price ¥Yariance
Acq Cost entered equals $19,357.00 Acq Cost entered equals $1,999,357.00
which is less thanthe Ctlg Unit Price by which exceeds the Ctlg Unit Price by
$180,000.00  , a variance of 30 % $1,800,000.00 , a variance of 902%

Your current threshold is 10 %6 Your current threshold is %

Is the amount entered correct? Is the amount entered correct?

BETRE No | BETRE No |

These dialog boxes can also appear in the End Item Price Adjustment, Component Increase,
Component Price Adjustment, and Bulk Price Adjustment processes.

c. Fund Cd/Appn: Enter or browse for the appropriate fund code and/or appropriation allotment serial
number.

d. MfrYr: The default year is the current year. If this is not the year the item was manufactured, you
can change it to the correct year.

e. Mfr Key: Browse for the appropriate manufacturer key. These are established in the Catalog module.

f.  Authn Ctl Nbr: Enter or browse for the authorization control number for the item.
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e If you click the browse button for the Authorization Control
' Authn Ctl Nbr Number, this screen will display.
C LIN
You can also leave the field blank and just click OK. This
will display all of the Authn Ctl Nbrs.
Authn Ct Nbr: | If you selected to search by the LIN, you must enter at
LIN: — least one position of the LIN.
Once you have found the appropriate Authn Ctl Nbr,
highlight the field and click OK.
V] 4 I Cl C |
= ear | _ Gt | g. Acq Dt: Enter the date the asset was purchased.

Policy varies by Agency.

Eff Dt: Enter the date the property book officer/representative signed for the asset. For real property
this is the date facility or improvement accepted. Policy varies by Agency.

Mfr Serial Nbr: Enter the manufacturer’s serial number. This is normally used for mobile and
production and service item. This could be used for a vehicle’s Vehicle Identification Number (VIN).
Qty: This field is not accessible for serially-managed items. If you checked the bulk assets check box
on the Key Data screen, then enter the number of items you are adding.

Asset Cd: Select the appropriate asset code. The default is K-Equipment. Refer to References
for appropriate codes.

Cptl Cd: If there is an exception to capitalization, you can change it from the default of N/A. But

normally, this code will not need to be changed.

Capitalization Codes

S Capital, below threshold
N Non-Capital, exceeds threshold
D NDE Asset, depreciable

m.

Exp Cd: Select if the depreciation for the item is funded or not funded. The default is 1 - Funded.

Expense Codes

1

Funded

Unfunded

154

Lo/Le Cd: If the item is in on loan or leased, select the appropriate code. The default

is N/A - Government Owned. Refer to References for appropriate codes. If the HRH Nbr is
identified as a Contractor, the only valid values are space, G, P, R, or T. If Lo/Le Cd is equal to a space
when transaction is processed, a “C” will be moved into this field on the Serial Hand Receipt Tables.
Office: Enter the Office. Policy varies by Agency. Refer to DPAS Help for Agency guidance.
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p. Task Cd: Enter the task code of the item. This field is MANDATORY for capital assets.
g. Job Order Nbr: Enter the Job Order number that is assigned by your Finance office. This field is
MANDATORY for capital assets.

About Task Codes and Job Order Numbers:

These codes are normally assigned by the Activity’s Finance office.
These two codes are used to track expenses related to CAPITAL ASSETS.

A TASK CODE can relate several different assets to a specific task, or mission. For example, items procured for
Operation Desert Storm were assigned the same TASK CODE. This allowed DoD financial offices the capability of
reporting on costs associated with that mission. Navy may enter a Plant Account number here until further notice.
A JOB ORDER NUMBER assigned to a capital asset may include ALL costs related to the asset, including, but not

limited to:
Procurement De-installation
Transportation and Shipping Maintenance
Installation Disposal
NOTES:
e The Hand Receipt Holder number on the authorization MUST match the hand receipt holder number that the

asset is being assigned to.
e The acquisition cost MUST be accurate! This value will be used to report the cost of the asset to your Activity’s
general ledger accounts.

r. Cntr/PO Nbr: Enter the Contract or Purchase Order number for the item.
s. Click Next Page.

STEP 3:
olirala] 6 |Gl ] =[5 '
a. Loc: Enter or browse for the physical &
location of the item. This field is Lo =l —
MANDATORY. The information for this  Sttes o g&; =
ﬁel(;.ij iT established in the Utilities o o —svebicora wat) =] ssetste oo in use |
module.
b. Sub Loc: Enter a sub location of the Transer Type Cd: | z| Sending DODAAC:
asset, if desired. IFE (e | S LT Local Use:
c. Site Cd: Enter or browse for the asset’s | Remers:
Ref File Name ...
storage location. These codes are Rt i Nome .| 4
established in the Utilities module.
d. PBIC: Enter or browse for the property
book identification code. These codes
are established in the Utilities module. bage ? 012 Retsted Data| Prev.page | Save | Camoet | Exit |

e. Lot Nbr: For bulk items, enter the lot

number assigned.

f. Expr Dt: Enter the expiration date when an asset is no longer considered usable for its intended
purpose, or the date the authority to operate the asset ends.

g. Cond Cd: Select the appropriate condition code of the item. This defaults to A - Serviceable
(without qualifications).

h. Asset Sts Cd: Enter the status of this item. Valid codes are: Inbound, Layaway, Not In Use,
Outbound and the default is In Use.

i. Transfer Type Cd: If the asset is being transferred in, enter the code that identifies the type of
transfer.
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Sending DoDAAC: If the asset is being transferred in, enter the losing Activity’s DoDAAC.
IPE Nbr: Enter the Industrial Plant Equipment number, if used.
Sys Id: Enter the user-defined system identification number, if used.
. Local Use: This is a free field.
Remarks: Enter any user remarks, if desired.
Ref File Name...: Click this button if you want to attach any reference files to the item (i.e., Word
documents, pictures, videos, etc.).
p. Click Save.

o33~

If you enter a location that does not exist on the location table AND you have security access to create a
new location, this dialog box will be displayed.

If you want to create this new location, click Yes;
otherwise, click No.

Location does not exist.

Do you wish to create this location?

A validation error has uccur:f_:. EI

@ Location must exist on Location Table

If you do not have security access to create new locations,
this dialog box will be displayed.

When you click Save, the following dialog box will be
displayed:
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Status End Item Increase

Transaction Processed.

.| a. Ifdesired, select an applicable action.
=| b. Click OK.

~Additional Actions

" Print Bar Cd Label

I”| Activate Capital Asset

" Print HRH Document For:
" This Transaction

£ &ll Transactions for this Doc Nbr

" To HRH: NO10

¢ ToHBH: NO10 Includes Subs

Additional Items

Print Bar Cd Label

Check this box if you want to print out the bar code label(s) for the asset(s) that
you have just added.

Activate Capital Asset

This box is already selected if the item is capital. If you click OK, you will
automatically be taken into the Accounting Module to activate the item for
depreciation.

Print HRH Document For:

This Transaction

Select this radio button if you want to print out the DA Form 3161 for the
transaction that was just processed.

All Transactions for this Doc Nbr

This selection will limit the detail records printed on the form from history to those
where the Doc Nbr equals the UIC and Doc Nbr just used. (If there is a Doc Nbr To

in the history record, it will be used in the selection of records, not the Doc Nbr)
and the Pgm Name is equal to the process being run.

To HRH (Includes Subs)

This selection will limit the detail records printed on the form from history to those

where the Hand Receipt Major and Sub Nbrs of the gaining Hand Receipt equal
those displayed in the radio button text.

To HRH This selection will limit the detail records printed on the form from history to those
where the Hand Receipt Major Nbr of the gaining Hand Receipt equals those
displayed in the radio button text.
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You are returned to the Key Data screen.

: fl' e If you are not going to perform any of the
[ Crmpriincr processes that are active on the right side of the
@ New Procurement " Admn Adj Rpt (AAR) Depr Chg screen, click Exit to return to the DPAS Main
 Transfer In  Ammunition m Menu.

' Reversal SROFBIAAI
YWarranty.

[~ Bulk Asset Req forlssue|
HMisc Act

Ulc: _I Doc Nbr: I _I
Bar Cd:  Prefix... I~ Auto Assign

Stock Nbr: |—_|

Serial Nbr: | [~ Multiple Entries

oK | Clear | Exit

The buttons on the right hand side of the Key Data screen will now be active and can be used to perform
the following tasks if needed:

Cmpn Incr |

Click to add component items to this asset.

Depr Chg |

Click to add or update depreciation information for capital assets.

~ 5 HINT!
oy =~ If the asset you have just added to the property book IS a capital asset, activate it now!

Click S A | to add or update Maintenance and Utilization records for mobile/production
assets.
Click SLALIEIL | to configure the asset as a set, kit or outfit.
Click SELEE) to add warranty or service agreement information for this asset.
. Heq for Issue ) )
Click to assign a Request for Issue document number if one has not already been
assigned.
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. Misc Act ) .
Click to assign a Miscellaneous document number (lateral transfer, AAR, or

ammunition) if one has not already been assigned.

If no additional actions are required for this asset:

Clear
Click = to clear the data from the screen or to add another asset to the property book.
Exit
Click =l to return to the DPAS Main Menu.
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Practical Exercise: End Item Increase

Title: Receive items to property book by assigning to hand receipt holder with authorizations.

Objectives: At the completion of this practical exercise you will be able to receive items to your

property book with actual purchase price.

Prerequisites: Access to Hand Receipt Module and UIC.

References: Reference in the Chapter One

Scenario: The two ordered items have been received.

Instructions: Find the document number and assign to hand receipt holder.

Given:

For Army (Replace XX with your Student

Number

All Other Agencies

e Locally purchased Graphic Computer
(Stock Number 702500X5022XX Price
$1,350.00)

Locally purchased Graphic Computer
(Stock Number 702500X502259, Price
$2,685.00)

e Locally purchased Cargo Truck (Stock
Number 23200147113XX Capital asset
price $135,000.00)

Locally purchased Cargo Truck (Stock
Number 1730014659518, Capital asset
price $280,167.00)

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Introduction To Accounting

Once an asset is added to the Property Book, the Fund Code record is reviewed to determine if the funds
used to purchase the asset were Defense Working Capital or Non-Defense Working Capital. If the funds
are Defense Working Capital, the Acquisition Date and the Acquisition Cost are compared to the Capital
Asset Threshold Table to determine if the asset is a Capital Asset. If the funds are Non-Defense Working
Capital, the Acquisition Cost is tested to see if it is $100,000 or greater. If the asset is determined to be a
Capital Asset, it then needs to be activated for Depreciation.

The Depreciation Change screen can be reached through the Accounting Module via a jump button from
the Key Data screen of the End Item Increase process after the Increase has been processed.

The Activation Date is the date the asset is put into use. If an asset requires installation and this will not
be completed for a month, the Effective Date on the End Item Increase screen will be the date the asset
arrived at the site, but the Activation Date will be a month later, after the asset is installed. For Navy
activities, the Acquisition Date, Effective Date, and Activation Date are the date of receipt.

If the asset is transferred to the installation, the Prior Depreciation field must be entered to prevent the
Depreciation from starting over. If the Database to Database transfer process is used, this information is
carried with the record.

Before entering anything in the Residual Value field, the regulations/guidelines for your Agency/Service
should be reviewed. Most Agencies/Services do not want a value entered.

Once the asset is activated, the Depreciation will not begin to be calculated for 30 days after the Activation
Date. Depreciation will be calculated when the Monthly Depreciation Report under the Accounting Module
> Reports > Generate > Batch is processed. If the asset is activated on the 28th of the month and the
Monthly Depreciation Report is run on the 30th of the month, no depreciation will be calculated for this
asset. It will not begin until the next month.
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Activating Depreciation For A Capital Asset
MODULE: Accounting

INTRODUCTION
When a capital asset is added to the Property Book/Inventory, the item will need to be activated for
depreciation. This can be done directly after the asset is added. This is also true when adding
multiple items.

PREREQUISITES
The asset must meet the capital asset threshold amount and it must be on the property book.
STEPS TO PERFORM ACTION

To Activate an Item for Depreciation from the End Item Increase Key Data screen, use the following
steps:

Select the Accounting icon, or select Accounting from the menu bar.
Select Depreciation Actions from the program group.
Select Depreciation Change from the program list.

W

Accounting

Depreciation Actions Depreciation Change

Capital Improvement Actions ®  Depreciation Indicator Reset

Real Property Actions »
CIP{WIP
Reparts 3
[nquiries 4
Help

HINT!

book by clicking on the Depr Chg button on the End Item Increase Key Data screen. This can

é@gﬁ You can activate an item for depreciation immediately after you have added it to the property
only be done once the asset has been added to the property book.
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STEP 1:
Sl a. Select the appropriate option:

Bar Cd: | _| Selective: Select this radio button if you
@ Selltom Stock Nbr: | _| want to activate a specific asset.

Serial Nor: [=I Non-Activated: Select this radio button
" Non-Activated to display a list of all the capital assets

that have not yet been activated for
uic: |
—l depreciation. If you select this, you will

be able to select the specific record you
ok | clear | Exit | wish to activate for your UIC.

b. Bar Cd: If your Activity uses bar codes, enter the bar code of the asset, otherwise:
Enter the Stock Nbr and the Serial Nbr of the asset.

c. UIC: Enter or browse for your UIC.
d. Click OK.

STEP 2:

a. Activation Dt: Enter the Activation Date
in YYYYMMDD format (or use the calendar

button to select the appropriate date). e "
b. Deprn Period: If the Depreciation Period ..\~ R Nbr
is to be other than what is displayed, then Stock Nbr: Nomen:
change the period to reflect the
depreciation period in months. scvaionpc [ Depm Perod: |
c. Prior Deprn: If the asset is a new pro- Prorepre: [ [ Restduol Value: L

curement, this field is not accessible. If the [/ o = oepmmeskcr| &

asset is tr_ansferred in, then enter any Prior DepmobOrtorNbe  JFubepmea: | =]
Depreciation for the item.

d. Residual Value: If applicable to your

o . Accumd Deprn: Cmpn Deprn Cd:
Activity, enter the residual value (or Acq Cost: cpti C:
Sa|Vage/]Unk Value) fOI‘ the |tem. Related Data Save Cancel Exit

e. Deprn Office: Enter the office where
depreciation expenses are charged (based on local policies).

f. Deprn Task Cd: Enter the depreciation task code that is assigned by your Finance and Accounting
office.

g. Deprn Job Order Nbr: Enter the job order number or code where depreciation expenses are
charged.
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h. Full Deprn Cd: If you need to stop depreciation, change this code to S. Refer to References for
appropriate codes.

i. Click Save.

The Transaction Processed dialog box will be displayed.
j.  Click OK.

You will be returned to the Key Data screen.

k. Click Exit.
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Practical Exercise: Activating A Capital Asset

Title: Activate a Capital Asset for Depreciation

Objectives: Find Capital items on the property book that have not been set up for depreciation.
Prerequisites: Access to the Accounting Module.

References: Reference in the Chapter One

Scenario: Resource manager called asking for the activation of depreciation on a capital item.

Instructions: Research the property book for items that meet the capital item requirement that have
not been set up for depreciation.

Given: Inquire the property book for items over $100,000.
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Adding Warranty/Service Information

MODULE: Hand Receipt/Maintenance & Utilization

INTRODUCTION

Information pertaining to a Warranty or Service Contract on an asset can be tracked using this
process. The user can track the Contract Number, the Start and End Dates and set up a reporting
schedule for the expiration of the contract. The reporting of the expiration can be setup to produce a
warning message of the pending expiration date, 30, 60, 90 or 120 days before the date. The
information pertaining to the Vendor providing the Warranty or Service can be tracked along with this
information.

For multiple items, you will have to add warranty information for each individual asset.

PREREQUISITES

None

STEPS TO PERFORM ACTION

To add Warranty/Service information from the End Item Increase Key Data screen, use the following

steps:

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Warranty/Svc/Loan/Lease from the program group.

Hand
Receipt

End Item Actions

Component Actions

Bar CdfSer Mbr Change

HRH Pending Turn-In/Transter
DatabasefUIC Transfer Actions
Mfr Key Change

Eulk Azsat Price Adjustment

]

Mass Changes

Majf5ub Hand Receipt Holder

Wiarranty(SvciLoanfLease

SKOJBIIfAAT Inventory

Excess Actions

Irrventory Actions

Inketfaces

Reparts
Inquiries

Help

CH 2
1 October 2004

92



Adding Warranty/Service Information

STEP 1:
A
Bar Cd: ] Local Id Nbr: a. Bar Cd: If your Activity uses bar codes,
o enter the bar code of the asset, otherwise:
Stock Nbr: J Serial Nbr: I J
Enter the Stock Nbr and the Serial Nbr of
oK | Clear | Exit | the asset.

b. Local Id Nbr: If the item has been assigned a local identification number (such as a bumper number
for vehicles), this number can be entered instead of the Bar Code or the Stock Nbr/Serial Nbr
combination.

c. Click OK.

STEP 2:

/S Cd CI k h d wWWarranty /Service/Loan Lease Add/Chg/Del _I

a. Warranty/Svc Cd: Click on the drop iE (] i
down list button. If you are establishing h @

a warranty, select Warranty. r _ _
Bar Cd: uic: HRH Nbr:
. . R Serial Nbr: Local Id Nbr: Util Cd:
If you are establishing service, select Stock Nbr Nomen:
Service.
Warranty/Service

b. Expr Rpt Cd: Click on the drop down |Wananyisve ca | e gt ca: | =
list button. Select the appropriate
number of days in advance of the coPONbe: | Staryesprotl [zl =
warranty/ service agreement expiration LoanfLease
date that an as_set will appear on the Exprrotcd: | Hlstanmrnel g | &
Warranty/ Service/Loan/Lease Report.

C. Warranty Hrs/Miles: This field will et 0;:|ated Data| Delete | NextPage |  Add | cancel | Exit |
only display if the asset has been — — . — — —
cataloged with a Utilization Code of
hours or miles. In such a case, enter the number of warranty miles or hours.

d. Cntr/PO Nbr: Enter the contract or purchase order number, if available.

e. Start/Expr Dt: In the first box, enter the date the warranty or service started for the asset. In the

second box, enter the date the warranty or service is to end for the asset.

Loan Lease Group Box:

f.

CH 2

Expr Rpt Cd: Click on the drop down list button. Select the appropriate number of days in advance
of the loan/lease agreement expiration date that an asset will appear on the Warranty/ Service/Loan/
Lease Report.

Start/Expr Dt: In the first box, enter the date the loan or lease started for the asset. In the second
box, enter the date the loan or lease is to end for the asset.

Click Next Page.
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, —— " " [
w9 Warranty,/Service/Loan Lease Add/Chg/Del STE P 3 L]

el =
a. POC: Enter the point of contact for the
prendar vendor.
poc: | S 00 b. Phone: Enter the vendor’s phone
number.
Name: | c. Name: Enter the name of the vendor.
ena— d. Address: Enter the address of the
vendor.
e. Remarks: Enter any remarks, if
Remarks: desired.
f. Click Add.
Page 2 of 2
Related Datal Delete | FPrev. Page | Add | Cancel | Exit |

The Transaction Processed dialog box will be displayed.

g.

Click OK.

You will be returned to the Key Data screen.

h. Click Exit.
Cl ina W ty Inf ti
1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you

are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code
or the Stock Nbr and Serial Nbr.

2. Click OK.

3. Make the necessary change(s).

4. Click Change.

Deleting a Catalog Record

1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you
are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code
or the Stock Nbr and Serial Nbr.

2. Click OK.

3. Click Delete.
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Generating A Hand Receipt Report By HRH Nbr
MODULE: Hand Receipt

INTRODUCTION
This section will demonstrate how to generate a Hand Receipt report by HRH Nbr.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions option from the program group.
3. Select Generate Inventory from the program list.

Hand
Receipt

End Ikem Actions »
Componenk Actions 4
Bar Cdf3er Mbr Change

HRH Pending Turn-InfTransfer
Database/UIC Transfer Actions ¥
MFr Kew Change

Bulk Asset Price Adjustment

Mass Changes r

Maj/Sub Hand Receipt Holder

Warranty/SveiLoanLease

SEOJBIIAAT Inventory

Excess Ackions [

Inventory Ackions Generate Inventaries

Manage Inventaories

Interf k
freraces Update Inventory Data
Reparts k Farecast HRH Inventories
Il 3
Inquiries POCD Manager
Help Print Bar Cd Labels
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—Inv Type

= HRH
" Authorization

" Sensitive

STEP 1:

_loi =l

Inventory Type Group Box:

—Actions

¢ Initialize Inventory

" Initialize Inventory and Generate Report

a. Accept the default HRH.

Actions Group Box:

i~ Cryptographic —UIC Opti
" Location . Actbl: |
fon ce VT —— b. Select Generate Report.
~Generate Generate Group Box:
&~ On-line " Include Report M g
€ Batch Msg ld: | ] c. Select whether you want this report to
run On-line (immediately) or in the
ok | Clear | Exit Batch (overnight) process. If your

property book is large, it may be a good

UIC Options Group Box:

idea to run this process in Batch so not
to degrade the system.

Specific UIC: Enter or browse for your UIC.
If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.

These messages are built in the Utilities module.

d.
e.
f
g. Click OK.
STEP 2:

Sort Sequence Group Box:

a.

report sorted.

Select the order in which you want your

Report Annexes Group Box:

b.

Report Type

If desired, select a report annex report.

] &/ =
~Key Data
uUiC: Actions: Init Inv and Gnr Rpt
Generate: On-line
—Sort Seq Report Al
+ Bar Code ™ Sub-Hand Receipt [s]

" Location
" Stock Nbr

™ SKO/BIIfAAlI Hand Receipt

™ SKO/Bllifasl Excess{Shortage
° Nomenclature
 LIN

- Options
" HRH Range
I Include Sub-Hand Receipt [s]

‘HRHNhr:I—I—;I‘

™ Expanded Report

Sub Hand Receipt(s)

Check if you want a
separate listing for each
of your sub hand
receipts.

‘ Sched Cmpltn Dt: | E
Submit I

Mext Inv Due Dt: I E ‘

Exit |

Info I Cancel I

SKO/BII/AAI Hand
Receipt

Check if you want a
hand report listing of
your SKOs, BlIs, and
AAls.

SKO/BII/AAIExcess/ | Check if you want an
Shortage excess and shortage
report of your SKOs,
BIIs, and AAIs.
CH1
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Generating A Hand Receipt Report By HRH Nbr

Options Group Box:

c. If desired, select an option.

Option Type

HRH Range Select this check box if you want to request a range of Major HRH Nbrs. If you
also want to include Subs, select the “Include Sub-Hand Receipt(s)” check box.
The screen HRH Nbr input field will be deactivated when a HRH Range is
entered.

Include Sub-Hand Receipt(s) Select this check box if you want to request a range of Major HRH Nbrs with all
of its Subs included (this can also be used with the HRH Range). The screen
Sub HRH Nbr input field will be deactivated when this check box is selected.

Expanded Report This will generate a more detailed report.

d. HRH Nbr: Enter the hand receipt holder for which you are generating this report. If you selected
HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the
ending HRH Nbr.

e. Click Submit.

The Sched Cmpltn Dt and Next Inv Due Dt are only available if you are generating an inventory.

The following dialog box is displayed:
status 3| [P

@ Repork Submitted

You can now print or view your Hand Receipt Report.
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Generating A Hand Receipt Report By HRH Nbr

| ]
-mx| STEP 3:
21
~Inv Type——— Actions
i HRH " Initialize Inventory and Generate Report ° CI|Ck on the from the t00| bar_
@ Authorization " Initialize Inventory
" Sensitive & iGenerate Report
¢ Cryptographic ~UIC Opti
" Location  Actbl:
© Cyclic = Specific: uvic I |
—Generate
&~ On-line I~ Include Report M g
€ Batch Msg Id: | L
OK I Clear | Exit |
STEP 4:
L}

a. Select the Hand Receipt Inventory
Report. If you had selected to
generate the expanded report, your
report name would be Expanded Hand
Receipt Inventory Report.

b. Click View.

¥ Reports Menu for Userid:
File Help
Module: Report Type: Sort Order: Report Status:
|Hand Receipt =l IAII =l IDate.l'TimB =l ICurrem =l
Report Title | Reportip [ uic | Date [ Time | Pages
BELITT RECONCILIATION REPORT DPTSZ1IR  ACTELL 04257002 09:5%:37:09 00001
AND REC] WVENTORY DPTKOZIR  WOUZAA 09/12f2002  06:47:24:17 00001
4 | i3
Report(s] available: 2
View I Print Remote Delete I Refresh I Exit I

> NOTE ABOUT THE GFP INVENTORY REPORT:

T
-

If a Hand Receipt inventory report is requested and the Hand Receipt Holder is a contractor, a
Government Furnished Property (GFP) Inventory report is generated.

One of four versions of the Government Furnished Property (GFP) report is created. For On-
line actions the standard version is (DPTK025R) and the expanded version is (DPTK026R). For
batch actions the standard version is (DPTK028R) and the expanded version is (DPTK027R).

CH1
20 July 2004
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Generating A Hand Receipt Report By HRH Nbr

Below is a sample of the Hand Receipt Inventory Report sorted in bar code sequence. This report can
also be generated in location, stock number, nomenclature, or LIN sequences.

REPORT: DPTHOZLR DEFENSE PROFERTY ACCOUNTABILITY SYSTEM DATE: 20
ACTEL UIC: ACTELL HAND RECEIPT INVENTORY REPORT

UIC/RCTIVITY: MOOOLS LA BAR CODE SEQUENCE INV LIST
ACTIVITY NAME: TEST TRANSFER SCHED CH

HEH NER: MEL -
HEH NH: MG

OFFICE NM: DPAS PHONE NER: 555555

BAR CD STOCK NER SERIAL NER LIN GNRC HOMEN

Loc SUB LOC OFFICE LCL USE LST INV DT ACQ ©8T
0001500001 3820007256413 cliz 29876Y VASHING AND SCREENING PLANT, ELEC DEVN WHL
BLDG 301 SUPPLY 200207239 13,357.00
CLGaSER F0Z5000001952 CLGaSER 711130 MONITOR, 13"COLOR

BLDG 22222 DFAS 20020725 1,431.00
#+++++ END ITEM HAND RECEIPT TOTALS TOTAL QTY: z TOTAL DOLLAR WALUE

] |

2sady o 1of 1 150% HUM

Below is a sample of the Expanded Hand Receipt Inventory Report sorted in bar code sequence.

This report can also be generated in location, stock number, nomenclature, or LIN sequences.

Below is a sample of the GFP Hand Receipt Inventory Report sorted in bar code sequence.

CH1
20 July 2004

REPORT: DPTHOZZER DEFENSE PROPERIY ACCOUNTABILITY SYSTEM DATE:
ACTEL UIC: ACTELL EXPANDED HAND RECEIPT INWENTORY REPORT

UIC/ACTIVITY: WOUZAR 1232 BAR CODE SEQUENCE INV L
ACTIVITY NAME: RLSE 16 TEST SCHED

HEH NER: WOUZAA —
HEH NM: RELEASE 16 TESTER

OFFICE NM: DPAS TRAINING PHONE MER: 712 £554-Z234
FNI»
BAR CD ETE NER BUE Loc QTY ur LET INV DT LCL USE CD
OFFICE SER HNER HBEH SUB LOC ACQ CST IPE MEER
LIN GHRC MOMEN ABET STE CD
10050000LZE7E EUILDING Z5 Ll EA zZ0OO0ZO7Z2 1lc
DFAZ 23456 131.80
FILTER,.CGUN DRIVE
MFR YR: Z002 MFR NM: UHASSIGMED MFE PART NER:
10050000LZE7E EUILDING Z5 Ll EA zZ0OO0ZO7Z2 1lc
DFAZ 23457 1,311_80
FILTER,.CGUN DRIVE
MFPR YE: Z00Z MFR NM: UMNASSICGNED MFE PART NEER:
-« |

5 EURER A cporter Viewer - [CHNTRITS]
[G Be Edt Wew Tock Window Hep
e S0 W

WarH W ®RE| & ODBES

Lt

5k

DEFRNSE PROPEETY ACCOUNTANILITY SYSTEM DATH: ZODAOTIO TIME: OVl
1 COVERMMENT FURNISHED FPROPENTY INVENTORY REPCRT
WOUZAL  ODAM LIN EROUERCE MY LIST MBR:

oL 3 & 5D IFEO - TRAINIO ¢

B CHELT BT:

PHONE NBR: DS 6T7-23T7

BAR €D STOCK WER SERTAL WHE
30 Toc arrice Lo usn 18T TNV DT ACQ C3T  OFY 093 O

LOODDODI0E  TO2S010032221
BoD hEch 20010317 2,322.00 1
MPR MM: IEEMITTS COMPUTER SIO0P MPE PART UBR: 5744232

BULESEO115

pom 20030407
PR EM: UHATSTGEND MPE PART WBR:

73IZIA PY, COMPUTER, PENTIOM 111 00000304 100-¥M-0031
nupS Z1 po hEch 7 1
MPR WM: GATEMAY (SYATEMIS} INC
AODIIT  CHYPTO DEVICE, TELEPHOME, 8TO IIT LD000OD302  S18000MDDOSIT ¢ 51802TOO03L
BLBS T1 pon nEch 20010317 1.00 1 =]
| o
Fnady Pt W
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Practical Exercise: Generate a Hand Receipt

Practical Exercise: Generate a Hand Receipt

Title: Create a Hand Receipt Report

Objectives: Generate a Hand Receipt Report by Authorizations

Prerequisites: Access to Inventory Actions in Hand Receipt module and Eureka Report Viewer.
References: Reference in the Chapter One

Scenario: After receiving the two new items, you need to generate a new Hand Receipt Report for the
Hand Receipt Holder.

Instructions: Go to Hand Receipt Module, Inventory Actions and generate an inventory for your
Activity’s type (Authorization type for Army and Marines, HRH type for all others).

Given: Hand Receipt Holder number given by Instructor.
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A

CH1 100
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Introduction To Turn-Ins

Introduction To Turn-Ins

To dispose of an asset, a Turn-In document must be processed. The user has the option to enter the
Document Number manually or have the system generate the next available number. The user has the
ability to divide the Document Register into ‘Blocks’. The “blocks” must be established in the Utilities
Module before the Document Register can be used. The “blocks” are used to divide the Document
Numbers into groups, such as Expendables, Non-Expendables, IT, Ammunition or Turn-Ins.

The Destination Id allows the user to track to whom/where the asset was turned in, while the Transfer
Code allows the user to track the reason for the turn-in. These two fields are user defined values that are
developed in the Utilities Module > Master Table Maintenance.

This process can also be used to Document the Turn-In of a Non-Property Book asset. This could be
anything from scrap metal to IT components, such as Hard Drives. If the assets are IT, be sure to enter
the serial numbers in the Additional Data field if they are to print on the DD 1348-1A.

Once the Document is processed the user has the option to use the Jump Buttons on the Key Data screen.
If there are multiple assets to be Turned In, then the Detail Jump Button can be used to go to the process
for identifying the specific Bar Codes/Stock Number Serial Numbers. If the user wants to immediately
remove the Asset from the Property Book, the EI Decrease Jump Button can be used. These Jump
Buttons take the previously entered data with them so it decreases the amount of information that needs
to be re-entered on the next screen.

Once this process is completed, the user can produce either a DD 1348, DA 3161, or a DA 2765 form.
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Obtaining A Turn-In Document Number

Obtaining A Turn-In Document Number
MODULE: Document Register

INTRODUCTION

This process will show you how to obtain a Turn-In document number to turn an item in (for example,
to DRMO).

PREREQUISITES

A Destination Identification code will need to be established. The Property Book Officer usually
establishes these codes. This process can be found in Chapter Seven, Create Destination
Identification Codes.

A Document Number range will need to be established. The Property Book Officer usually establishes
these codes. This process can be found in Chapter Seven, Create Document Number Block
Codes.

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the program group.
3. Select Turn-In from the program list.

Document
Register

Supply Requests IssLe

Miscellaneous Actions

-

Detail Turn-In)Transfer

ModifyCancel/Follow-up
Inkerfaces 3
Reports [
Inquiries 4
Help
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Obtaining A Turn-In Document Number

keypato @
s
Yetail —I
P ig EllDecr:
’7 ' Automated ¢ Manual @npn Beer
Excess Asset
uic: | Stock Nbr: |
Destn [d: I~ Non-Property Book
1 NoForm
Transfer Cd: |  DD1348
[~ Include Turn-In M q  DAZTES
0K I Clear Exit

b. UIC: Enter or browse for your UIC.

O

STEP 1:

Document Register Assighment
Group Box:

a. Select the appropriate Document
Number assignment.

Automated | DPAS will automatically
generate a document number
once the transaction is
processed.

Manual This is a user defined
document number that must
be entered into the document
number field by the user. The
Julian date cannot be
equal to or greater than
the current Julian date.

Stock Nbr: Enter or browse for the Stock Nbr of the asset you are turning in.

d. Destn Id: Browse to display the Destination Identification Codes that have been assigned to your
UIC. These codes are added to DPAS through the Utilities module.
e. Transfer Cd: Browse to display the Transfer Codes that have been assigned to your UIC. These

codes are added to DPAS through the Utilities module.

~~» HINT!
éﬁg If you do not have any Destination Identification or Transfer Codes, they will need to be
established in the Utilities module.

f. Include Turn-In Messages: Check this box if you want to include any turn-in messages on your DD
Form 1348-1 that you have previously established. These messages are added to DPAS through the

Utilities module.

g. Non-Property Book: Check this box if the item you are turning in is not on your property book.
You will also have the capability to print a DD Form 1348 or a DA Form 2765 for non-property book

items.
h. Click OK.
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Obtaining A Turn-In Document Number

[ ] **:Request for Turn-In
STEP 2: e =
Key Data D Regi
a. Doc Nbr: If your Activity interfaces : N
with SARRS-O AND you selected o = N
Automated document number : :
assignment, this field will be displayed DIC: | T
W|th the unit’s DoDAAC. Media Sts Cd: I j HRH Nbr: l— l—_I
Ul: I j Qty: I—
If you selected Manual document Nomen: |
number assignment, then enter the Supp Address: | Fund caappn: | | ]
document number here. signal ca: | =1 acqcost: |
Cond Cd: I j Local Use: I—
b. Block: Click the browse button to Remarks: |
display the blocks of document numbers | Addi Data: |
for assignment. This field is not Belated Data|  Save | Cancel |  Exit
available for manual document number
assignment.
c. DIC: Select Z3A.
d. RIC: Enter your Routing Identifier Code. Refer to References for appropriate codes.
e. Media Sts Cd: Enter the Media Status Code, if accessible (AMCISS users). Refer to References for
appropriate codes.
f. UI: Select the appropriate code for how the item is packaged. Use the drop down list box to display
valid codes.
g. Qty: Enter the quantity you are turning in.
h. Nomen: This field is displayed from the catalog table if the item is on your property book. If you

selected Non-Property Book from the Key Data screen, then you will need to enter the nomenclature
of the item you are turning in.

Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.

Fund Cd/Appn: Click on the browse button to display the valid fund codes and appropriation
allotment serial numbers. Select the appropriate code.
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Obtaining A Turn-In Document Number

g.

Signal Cd: Click on the drop down list box to display the valid signal codes. Select the appropriate

code. Refer to References for appropriate codes.

Acq Cost: Enter the actual cost of the asset.

Cond Cd: Click on the drop down list box to display the valid condition codes. Select the condition of
the item you are turning in.

Local Use: Enter any applicable local information. This is a “free” field.

Remarks: Enter a justification of why the asset is being turned in.

Addl Data: Enter any additional information here. If the item is non-property book, you may enter

the serial number(s) of the asset(s) you are turning in. This will ensure that the serial numbers will be
printed on the DD Form 1348-1A.

Click Save.

The Transaction Processed dialog box will be displayed.

r

Click OK.

You will be returned to the Key Data screen.

s. Click Exit.
NOTICE!!
Document Register If you had DPAS generate an automated

document number, notice that after you process the
transaction that the document number is displayed.
Block: [o1 |I| You may need to pull the Key Data screen down to
view the number.

Doc Mbr: IWSQGFD1 0320001
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Obtaining A Turn-In Document Number

INCLUDE TRANSFER MESSAGES:

If you checked the Include Transfer Messages check box, you will have the ability to include two user
defined messages. The following is an example of this screen:

|
Form Messag a. Click the browse buttons to select the
Message 1 message you want to include. You can
. add up to two (2) transfer messages to
Msg Id:
o B be included on your DD Form 1348-1A.
o b. Click OK.
| &
El
= ge 2
Msgld: | ]
Msg Text:
| =
E
oK I Cancel
STEP 3:
. Detail ﬂ
o Click QK Document Number Assignment W
" Automated (" Manual Cmpn Decr
Excess Asset

uic: | [ Stock Nbr: | [
peswmi: [ [ ™ Non-Property Bouk
1 No Form
Transfer Cd: J D034
" Include Turn-In Messages I DAZYES

[1]6 I Clear Exit
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Practical Exercise: Create A Turn-in Document

Title: Create a Turn-in Document

Objectives: At the completion of this practical exercise you will be able to create a document number
to record a turn-in action.

Prerequisites: Access to Document Register and Stock Number and Serial Number or Barcode of
item to be turned in.

References: Reference in the manual Chapter One

Scenario: One monitor was damaged and requires to be turned in for disposal.

Instructions: Find one monitor from your hand receipt and process a Turn-in Document to DRMO
Given: Hand Receipt by instructor

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Designating An Asset To Turn-In/Transfer
MODULE: Hand Receipt/Document Register

INTRODUCTION

This process will show you how to designate an asset(s) to Turn-In/Transfer.
PREREQUISITES

None
STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the program group.
3. Select Turn-In from the program list.

._‘i
Document
Register
Supply Requests ]
|pdate Actions ]

Detail Turn-In/Transfer #idd{Change/Delete

Generate Forms
Interfaces

Reports }

Inquities }

Help

STEP 1:
[
uIC: |— a. UIC: Enter or browse for your UIC.
—l b. Doc Nbr: Enter or browse for your document

Doc Nbr: | _l number.

c. Turn-in/Transfer Info Change: If you

[~ Turn-infTransfer Info Change already have items on the Detail table and you
want to change the turn-in or transfer
information, check this box. Once this is done

oK | Clear Exit and you click QK, the only fields accessible on

Transfer Cd.
d. Click OK.

the process screen are Destn Id and
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Designating An Asset To Turn-In/Transfer

ST E P 2 : % Detail Turn-in/Lateral Transfer Add/Change /Delete
B =R “
a. Destn Id: Browse to display the valid ~Key Data Turm-infTransfer Info
destination identification codes for your - te: e I—I L =]
UIC. Select the appropriate code for the Type Action: - R
item. HRH Nbr: uIC To:
b. Transfer Cd: Browse to display the e Transfer Type Cd: -
valid transfer codes for your UIC. Select Barca: [ . aty: i
the appropriate code for the item. Stack Nbr: | Seriat Nbr:| —
C. SIte Id TO: If the Item IS belng Bar Cd Stock Nbr Serial Nbr Qty Cmpn Level
transferred to another DPAS database |
(site id), enter the gaining activity’s site
id. Otherwise, this field will not be
accessible. =l
d. UI_C To: Enter the UIC ’Fhafc the_ item is Vo o | Dot Add Cancel =
being transferred to. This field is only
accessible if the document number is a
lateral transfer.
e. Transfer Type Cd: If the item is being transferred, click on the drop down list box to display the
valid transfer type codes.
f. Bar Cd: If your Activity uses bar codes, enter the bar code of the item you will be turning in or
transferring.
OR
g. Stock Nbr and Serial Nbr: Enter the stock number AND serial number of the item(s) you are
turning in or transferring.
h. Qty: If the item has a serial number, you do not need to enter anything in this field. If the item is

bulk managed (no serial number), enter the quantity you are turning in or transferring.
Click Add.

If there is more than one item that you are adding to the Detail table, repeat steps f through i until you
have added all the items you are turning in or transferring.

If you want to view a list of components for item(s) you have designated, click on the View Cmpn button.

j.

Once you have all the items added in this window, click Exit to complete this process.

You will be returned to the Key Data screen.

k.

Click Exit.
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Introduction To Decreases

The End Item Decrease process is used to remove all assets from the Property Book that are not being
Transferred to another Installation. If the User enters this screen by using a Jump Button, the data from
the previous process will populate some of the fields.

Be sure to select the correct radio button for the type of Decrease that is being performed. If you have
identified Multiple Bar Codes/Stock Number — Serial Number records for Turn-In in the Document Register
Detail process then be sure to select the Mass Turn-In radio button.

Depending on the interfaces identified on the UIC file, this asset will be reported to various systems. It will
be reported to an Accounting System if one is identified on the UIC file. It will be reported to the DoDSASP
program if it is identified as a weapon by either the CIIC or the DoDSASP code on the Catalog. It will be
reported to UIT/CBS-X if the UIT Code is set on the UIC file and the RICC field indicates that it is
reportable.
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Removing An Asset From The Property Book
MODULE: Hand Receipt

INTRODUCTION
This process will show you how to remove an item from the property book/inventory.

PREREQUISITES

If your Activity is using the Document Register, you will need to obtain a document number for the
type of action you will be removing the item from the property book (i.e., turn-in, transfer, etc.).

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Decrease from the program list.

Hand
Receipt

End Item Actions Increase
Component Actions
Bar CdfSer Mbr Change Lateral Transfer
HRH Pending Turn-In/Transfer
Database/UIC Transfer Ackions  #
MFr Keyw Change

Bulk Asset Price Adjustment

HRH Transfer
Selected Change
Stock Mbr Change

Price Adjustrment

Mas=s Changes 3

Majf3ub Hand Receipt Holder

WarrantyavcfLoan/Lease

SECEIIAAT Inventory

Excess Actions k
Inventory Actions L
Interfaces *
Reports

Inquiries L
Help
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Removing An Asset From The Property Book

STEP 1:

s

~ Type Action

o)

Turn-In{Disposal I~ Bulk Asset

Mass Transfer Out

" Transfer Qut

" Admn Adj Rpt [AAR)

" Reversal Hagei I _I
 Ammunition Stock Nbr: I _I

© Rpt of Survey{LDD Serial Nbr:| _|
" Statement of Charges | | yaH Nbr: l— l—_l

 Sales oG li _I

~

~

Doc Nbr: I _I
ok | Clear | Exit |

Mass Turn-n

a. Select the Type Action for deleting the item from your property book/inventory.

Type Action Codes

Turn In/Disposal Use this when turning an item in.

Transfer Out Use this when transferring an asset,

Admn Adj Rpt (AAR) Use this for corrections.

Reversal Use this as an “undo” (example: you added an item to the property book in error).

Ammunition Use this to remove ammunition.

Report of Survey/LDD Use this to remove items that may have been lost, damaged, destroyed or stolen.

Statement of Charges Charges against items that are lost or damaged

Sales Use this if you sold the asset.

Mass Transfer Out Use this to transfer out numerous assets at once (using the same document number.

Mass Turn-In Use this to turn in numerous assets at once (must be with the same Stock Nbr and under the
same document number).

Serially Managed Items Bulk Managed Items
b. Bulk Asset: Do not check this box. Bulk Asset: Check this box.
c. BarCd: If your Activity uses bar codes, enter  Bar Cd: If you know the bulk bar code number,
the bar code of the item; otherwise, leave you can enter it; otherwise, click the browse
blank and proceed to step d. button to search for the asset.
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Serially Managed Items Bulk Managed Items

d. Stock Nbr: If your Activity does not use bar  Stock Nbr: If you entered a bulk bar code in
codes, enter the stock number of the item. If step ¢, leave this field blank; otherwise, enter or
you entered a bar code in step ¢, then leave browse for the stock number of the item.
this field blank.

e. Serial Nbr: If your Activity does not use bar  Serial Nbr: This field is not accessible for bulk
codes, enter the serial number of the item. If items.
you entered a bar code in step ¢, then leave
this field blank.

f. HRH Nbr: This field is not accessible. HRH Nbr: If you entered the Stock Nbr and
not the Bar Code, you will need to enter the
Hand Receipt Holder number.

g. Click OK.
STEP 2: *%End Item Decrease ;lglil
a. Doc Nbr: Click the browse button to @I
display the document numbers for the type | Barca: uic:
action you selected on the Key Data il aath
screen. If you entered this screen fromthe | (°% O
Document Register, your document
number will be displayed. pochor: T -] ay: [ Oty on Hand:
b. Qty: For bulk items, enter the quantity eoe | Acq Cost: |
you are decreasing. This field is not avail- g, cvingpobaae: [ Transfer Type cd: | B
able for serial numbered assets. E il
c. Eff Dt: This date is displayed with the
date the hand receipt holder signed for the | Remarks: !

item. It can be changed, if necessary.
d. Acq Cost: This field is displayed and
Canl’lOt be Changed. Related Data Save | Cancel | Exit
e. Receiving DODAAC: If the item is being
transferred out, enter the DODAAC of the receiving Activity.
f. Transfer Type Cd: If the item is being transferred out, select the appropriate transfer code.
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g. Write Off: This is automatically checked on a transfer outside the government only, mass turn-in,
and mass transfer out.

h. Selling Price: This field is only available when the Type Action Code is Sales. You would then enter
the selling price of the item.

i. Remarks: Enter a remark.

j. Click Save.

If you are using the Document Register, the following message will display:

k. If you want to close the document number,

click Yes, otherwise, click No. Document Number

The transaction is processed is displayed.
Do you want to close out Document Number?
I. Click OK.
You are returned to the Key Data screen. _ -
m. Click Exit.
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Generating A Transfer And/Or Turn-In Form
MODULE: Document Register

INTRODUCTION

This section outlines the procedures to generate transfer/turn-in forms in DPAS.
PREREQUISITES

Assets must exist on the Detail Table.

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Detail Turn-In/Transfer from the program group.
3. Select Generate Forms from the program list.

=
Document
Register
Supply Requests »
|Update Actions »

Detail Turn-InfTransfer Add/Change/Delete

Interfaces »
Reports 4
Inquiries 4
Help

~ <& HINT!
%@; Transfer Forms can also be generated using the Hand Receipt module.
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Generating A Transfer And/Or Turn-In Form

2]
—Generate Forms By
& UIC uic: | _|
" Doc Nbr Doc Nbr: I
' Date Date: I
" Type Print Format
Turn-In Lateral Transfer
AN 5 5
 Turn-ln + DD1348 + DD1348
1 Lateral Iransfer  DA2765  DA3161
& DRMD
Info | Submit I Print Rpts Clear Exit

STEP 1:

a. Generate Forms By: Select how you
want to generate your forms.

Generate Forms By

UIC Select this for a particular UIC.

Doc Nbr Select this for a particular document
number.

Date Select this for a particular date.

Type All: All Forms

Turn In: Only turn in forms.
Lateral Transfer: Only transfer
forms.

DRMO: Only DRMO turn-ins.

~ <5 HINT!
%@; If you are generating these forms using the Hand Receipt module, and you want to generate the
‘ forms by type, Lateral Transfer will be your only option.

b. UIC: If you are generating the forms by UIC, enter the UIC. Otherwise, this field will not be

accessible.

c. Doc Nbr: If you are generating the forms by Doc Nbr, enter the document number. Otherwise, this

field will not be accessible.

d. Date: If you are generating the forms by Date, enter the date (YYYYMMDD format). Otherwise, this

field will not be accessible.

e. Type: If you are generating the forms by Type, the UIC, Doc Nbr and Date will not be accessible.

Print Format Group Box:

f.  For Turn-Ins, select which form you want printed.

g. For Lateral Transfers, select which form you want printed.

h. Click Submit.

Status x|

@ Tramsaction Processed

STEP 2:

Click OK.
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Generating A Transfer And/Or Turn-In Form

Generate Forms
2|
~Generate Forms By
= uIc UIC: | _I
" Doc Nbr Doc Nbr: I
' Date Date: I
" Type Print Format
Turn-In Lateral Transfer
18l & DD1348 ~ DD1348
T -In - -
£ ILateral Transfer  DA2765  DA3161
RO
Info | Submit I Print Rpts Clear Exit

STEP 3:

Click Print Rpts.

STEP 4:
Module: Repornt Type: Sort Order: Report Status:
[Document Register =1 [an =] [patesTime =] [currem =1
a. Selectthe TURN-IN/LATERALTRANSFER |[oer ——— i o [m Do
FORMS report. Double-chck it or h|gh|ight DmaasTuRN-IN/LATERALTRANSFER DPSDIBIR  WOUSSA 07/18/20... 08:14:29:72 00002
and click the View button.
b. Click View.
4] | |
Report(s) available: 2
View I Print Remote Delete | Befresh I Exit |
Below is an example of the DD Form 1348-1:
[Eh File Edit Wiew Tools Window Help =lalx]

SH| &S| 8

H4» (@ @a |k oemmE |

aill

i i A H B HE B
el i IF'I i i —- -.
34 000 Fa 00001
|EZ O OO 0 0O OO A
A W33BSVv40201001
0O .0 0O 0 00O
7025010000568
Ship To:
DFAS-EUROPE
g MARK HILL
100322 DUNHILL RD
LONDON, UNKIN 45345
1 |
Ready Par1ofz [ [ om [

Figure 1 - DD 1348-1
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Generating A Transfer And/Or Turn-In Form

Below is an example of the DA Form 2765:

k] X

N
T T

EhD TEL

o HEr CeERIT WUDL o

e . .

o u T STk G T == — T
mmﬁ—n—m D00 DT | epneak | 2 C L T TLr - .-m__'-'ﬂ:l.t L -
||| Om o T :|4|||F|||||-|:_|'t-'_"."_|_d.lll

1 1
1 1 S | I T O T A B O 1 1 1
(= ) T J-[o0e” DoTM - ISCOUHT T Ln™ "o !
= Ll .
lu b
MO S E R

n
T EIETA

duE W TR RO e

mr ot

wl

e Jawr Jic I

3]
"o b
u

duanuaEan E 3l

T

Figure 2 — DA Form 2765

Below is an example of a DA Form 3161:

CCH— | e F._-u T T “'|F""f‘__ T PN T ey I
Ppen e L L SR R A e M

REOL=ET FIR lE.EUF A TURN-IM (R4 Panr 7137t

REQUEST FOR. ISSUE OR TURN-IN ISSUE | SHEET [NO. 3.REQUESTNU. 4. VOUCHER N0
(DA PARS TE LT ) TURN-TH 1 1| Wdie0111000002
1.SENDTD: 1 5. DATE MATERTAL REQUIRED 6. DODAALT 7. IRIORITY & ACCOUNTIN
IEAS
! REQUEST FROM: Wi660l  FROFERTY 2. END ITEM IDENT 3. HAME ! MANUEACTURER . MODEL
#OODE
BT TURIERT 10 FUBLICATION
I- Rital FWT- Foiy Weor & Toor EX- Brcess
R- Replacewment RS- Repoyt af Survey S0- Bt af Charpes
2. TTEN uHIr SURELY
wo. STI]I:JII(NIJ. ITEMN DES CRIFTION ]SSJIJ'E QUANTITY IIIJ?E* U'NTJ{I‘RICE TOTAL COST
a [ e E H
1 TESOLO0F0010 CET EA 1 22200 F2r200
Serdt 093

Figure 3 — DA Form 3161
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Practical Exercise: End Item Decrease

Practical Exercise: End Item Decrease

Title: Process an end item decrease from hand receipt.

Objectives: At the completion of this practical exercise you will be able to decrease an item form your
property book

Prerequisites: Access to Hand Receipt Module, Stock Number and Serial number or Bar Code
References: Reference in the Chapter One

Scenario: The damaged monitor is ready to be taken to DRMO and dropped from the property book
Instructions: Go to Hand Receipt Module, End Item Actions and Decrease action.

Given: Hand Receipt by instructor with Stock Number, Serial Number and Bar Code.

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A

119



Generating The Increase/Decrease Report

Generating The Increase/Decrease Report
MODULE: Hand Receipt

INTRODUCTION
There may be times when you will need to run the Increase/Decrease report. This report will display
all Increase and/or Decrease actions that occurred on a particular day. You can also generate this
report for a particular time frame.

PREREQUISITES
None
STEPS TO PERFORM ACTION

Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
Select Reports from the program group.
Select Generate from the program list.

Hand
Receipt

W

End Item Actions k
Component Ackions k
Bar CdfSer Mbr Change

HRH Pending Turn-In/Transfer
Database/UIC Transfer Ackions  #
Mfr Key Change

Bulk Asset Price Adjustment

Mass Changes r

Majfsub Hand Receipt Holder

Warranky/SvcfLoan/Lease

SKOYBIIfAAT Inventory

Excess Actions L4

Inventory Actions k

Interfaces »

Reports Generake
Inquiries k Prink
Help
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Generating The Increase/Decrease Report

e - STEP 1:
|

™ Hand Receipt Holder I IPE Asset ¢ Select Increase/Decrease Actions.

[~ Increase/Decrease Actions [ RICC Asset

[” Asset Disposition " TMDE Asset

I~ Asset Summary I~ SKO/BlIfAAl Asset

Batch Rpts Print Rpts Close
STEP 2: cre ase Actions FE!E:Fu:n"r
HRH Date 21

a. If you want the report for a specific & Selective & Selective

HRH Nbr, choose Selective. Al ' Range

vic: [ [

If you want all HRH Nbrs, then choose
All. HRH Nbr: [

Begin Dt End Dt
b. If you want your actions for a particular o = 1

date, then choose Selective. Ut st

Info | Submit I Clear | Cancel |

If you want your report for a certain
time frame, then choose Range.

c. UIC: Enter or browse for the UIC.

d. HRH Nbr: Enter or browse for the HRH Nbr. If you selected All for the HRH, then this field will not
be accessible.

e. Begin Dt: Enter the beginning date or use the calendar button to select the date. Date must be in
YYYYMMDD format.

f. End Dt: Enter the ending date or use the calendar button to select the date. Date must be in
YYYYMMDD format. This field is only accessible if you selected the Range option.

g. Tran Time: If you want the report from a particular transction time, enter the time that was posted
to the history table.

h. Click Submit.

STEP 3:

Status

Report Submitted * Click OK.

0K
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Generating The Increase/Decrease Report

STE P 4: Hand Receipt On-|

ine Reports E3
21
° Click Erint Rpts. [” Hand Receipt Holder I~ IPE Asset
[" IncreasefDecrease Actions [ RICC Asset
[ Asset Disposition [ TMDE Asset
" Asset Summary [~ SKO/BIJARI Asset
Batch Rpts Print Rpts Close

x| STEP 5:

Fils Help
Module: Report Type: Sort Order: Report Status:
: LI 51 ‘ E a. Select the Increase/Decrease

IHand Receipt j IAII j IDateﬁlme j ICurrent j ACtionS RepOI’t

Report Title [ Report1n [ ure | bate | Time [ pages . -

% | AMD RECEIPT REDORT BY HRH MER bATD222R  WOUCSA  07/16/20., 15194878 00004 b. Click View.

BB HAND RECEIPT REPORT BY HRH MER OV.. DPTDZ24R  WOUCSA  07/16/20.. 15194876 00001

B HAND RECETPT REPORT BY UIC DPTD2ZIR  WOUCSA  O7/17/20.  15:26:29:92 00020

B HAND RECELPT REPORT BY ULC OVERA .. DPTDZZER  wWOUCSA 07417420, 15:26:29:92 00010
BE DD1348 TURN-IM/LATERAL TRANSFER .. DPODISIR WOLUCEA 07/418/20... 08:14:29F72 00002
@INCREASEIDECREASE ACTIONS REPO.. DPTDIZIR W' OLC5A 07418420 0&:19:44:03 00001

4| | i

Report[s) available: 6

View I Print Remote Delete | Refresh | Exit |
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Generating The Increase/Decrease Report

Below are examples of the Increase/Decrease report:

Decrease actions are displayed first:

@‘ File Edit Wiew Tools Window Help _|5l|5|
EH SREm|
K4» M| aa |k oo@EB
z
REPORT: DPTDLZ1R DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010303 '[_I
ACTIVITY: GAC INCREASE /DECREASE ACTIONS REPORT
UIC: CPODCH BEGIN DATE: 20010123 END DATE: 20010303 TIME:
DECREASES:
HRH NBR: 5701 -
HRH NM: 5701
STK NER GNRC NOMEN
EBAR CD SER NER DOC NER PGM DEZC ACTN CD OQTY ACQ CST HRH NER
JO0Z5DPO001941 COMPUTER, MAINFRAME
28301 EV361X-971 12014TURNIN EI DEC 1 5555555.00 5701 -
TUEN-IN FECEIVED EY
TOTAL NUMEER OF DECREASE ACTIONS: 0000001
_'II‘UTAL NUMBER. OF ACTIONS: 0000001 I _'LI
4 »
Ready Pg: Lof 1 150% MU,
Increase actions are displayed next:

[, Eile Edit Wiew Took Window Help

EH Shm K

M)y |plaa |k os@@

FEPORT: DPTDLIZIR DEFENZE PROPERTY ACCOUNTABILITY SYSTEM DATE: 20010303 "Id
ACTIVITY: GAC INCREASE/DECREASE ACTIONS REPORT

uIC: CPODCH EEGIN DATE: 200L0123 END DATE: 20010303 TIME:

INCREASES:

HFH MER: 3701 -

HEH MM: 4701

STE NER GNRC NOMENW

BAR CD SER. NER DOC MER PGM DESC ACTN CD  QTY ACQ CST HRH NER

70250P0001341 COMFUTER, MAINFRAME

25501 EV361%-971 0D00L9EROL02E9 EI INC 1 1 5555555.00 3701 -

T0Z5DFO001941 COMPUTER, MAINFRAME

28901 EV361X-372 0000198RQL0259 EI INC 1 1 S555555.00 5701 -

7025DP0001841 COMPUTER, MAINFRAME

29001 EV361X-973 0000L98RQL0289 EI INC 1 1 5555555.00 §701 -

ISSUE EECEIVED BY
-

& | .
Ready pg:zof 2 150% LA
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Reviewing The History Inquiry

Reviewing The History Inquiry
MODULE: Inquiries

INTRODUCTION
This section outlines the procedures for querying the DPAS History Table. DPAS will generate a
history record from the time an asset is added to the property book and until the item is removed
from the property book. This section shows the user how to query DPAS to review the history table.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Inquiries icon, or select Inquiries from the menu bar.
2. Select Hand Receipt from the program group.
3. Select History from the program list.

i

Inquiries
Document Regisker k
Authorizations »
Catalag 4
Accounting 4
Hand Receipt 4 End Item Serial
Hand Receipt Holder ¥ End Item Bulk
Mainkenance 2 Uklizakion »  Component SerialiBulk
Ltilities b Bulk Item Average Cosk
Help Majisub Hand Receipt Holder
Manage Inventories
Pending Database Transfers
HRH Pending Turn-In,Transfer
WarrantySvciLoan/Lease
SKOJBIL AAT
Dekail Turn-InfTransfer
Asset Redistribution
~~p HINT!

&= You can access the History from other processes. For example, you could select Document
Register, Authorizations, Catalog, Accounting, Maintenance & Utilization, or Utilities and still
access the same History inquiry.
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Reviewing The History Inquiry

Selection Fields: Selected Fields and Yalues:

ACC -
ACC To

Acct Rpt Nbr

Accumd Deprn

Accumd Deprn To

Acq Cost

Acq Cost To

Acq Dt

Acq Dt To

Action Cd

Activation Dt

Appn Alot Serial Nbr
Appn Alot Serial Nbr To
Asset Cd

Asset Cd To

Asset Sts Cd

Asset Sts Cd To

Authn Ctl Nbr

Authn Ctl Nbr To

»|
&

Authn Doc Nbr =

Authn Noc Mbr To
Ll |»

Menu Favorites Clear

History Inquiry [ <]
i

Exit

View
@ Card
" Report

Below is an example of the History Inquiry:

Important Fields:

Tran Dt: This is the date the transaction
was posted.

Tran Time: This is the time the
transaction was posted.

Pgm Desc: This field tells you the program
description of what was done to the item.
For example, this is an End Item Increase
Receipt (or New Procurement). If the item
were picked up as a transfer in, then this
would be EIINCL/T.

Login Id: This is the DPAS User Id that
processed the transaction.

STEP:

Select the field(s) you want to query on.
For now, we will sselect HRH Nbr and
Tran Dt.

Click OK.

¥ History Inquiry ﬁl
21
Basic Catalog/Mir | ADP/Excess Inventory | Accounting |
Tran Dt: 20020528 Tran Time: 13044037
BASIC =
Pgm Name: DPTBO0401 Pgm Desc: El INC RCPT
Nomen: SERVER, UNIX
Login Id: magriffit Action Cd: 1
uIC: WOUZAA UIC To:
Stock Nbr: 7021035999322 Serial Nbr: 12345
Stock Nbr To: Serial Nbr To:
Cmpn Stock Nbr: Cmpn Serial Nbr:
HA Stock Nbr: HA Serial Nbr:
HA Stock Nbr To: HA Serial Nbr To:
I [ R ;IJ
Record 1 of 45 Previous Next New Inquiry | Exit |
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Adding A New Hand Receipt Holder And/Or Sub

Adding A New Hand Receipt Holder And/Or Sub
MODULE: Hand Receipt

INTRODUCTION

This process is used to add a new Hand Receipt Holder and/or a new Sub Hand Receipt Holder.

If you are using the Authorization Module and are tracking the Authorizations down to the Hand
Receipt Holder level, you must enter a TDA Paragraph Number. This TDA Paragraph Number must be
unique, it cannot be on any other Hand Receipt Holder. If you are building a Sub Hand Receipt Holder
you must leave the TDA Paragraph Number blank. The Sub Hand Receipt Holder uses the TDA
Paragraph Number of the Major Hand Receipt Holder to which it is attached.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Maj/Sub Hand Receipt Holder from the program group.

Hand
Receipt

End Item Actions

Companent Actions

Bar CdSer Mbr Change

HRH Pending Tutn-In/Transfer
DatabasefUIC Transfer Actions
IFr Key Change

Bulk Asset Price Adjustment

Mass Changes

Maijfsub Hand Receipt Holder

‘Warranky(Svc/LoanLease

SKOYBILAAT Inventory

Excess Actions

Inventory Actions

Intetfaces

Reparts
Inquiries

Help

CH 2
1 October 2004
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Adding A New Hand Receipt Holder And/Or Sub

Key Data STEP 1:
]
uIC: | _| a. UIC: Enter or browse for your UIC.
b. HRH Nbr: In the first block, enter the NEW HRH Nbr
HRH Nbr: I I J you are adding (between 1-6 alphanumeric characters).

Leave the second block blank.
ok | clear | Ext | | c Click OK.

% HINT!

s2h=~ You cannot establish a Sub HRH until afterthe Major HRH has been established on the Hand

Receipt Table.
STEP 2: Hand R;%iptuulder Add/Change/Delete B =1o] ﬁ
EERE ;
a. TDA Para Nbr: If your Activity is E::;°DL':"E"‘°W el iy
required to use TDA Paragraph Numbers, | ue: HEEH N
enter the TDA for the Hand Receipt e Ta
HOIder' . Office: l— Office Name: |
b. HRH Loc: Enter the location of the hand  |uaHname: | I Contractor
receipt holder. HRH Phone Nbr:| I~ HRH Transfer Authority
c. Office: Enter the office/code of the hand  PsN FaXNbr |
receipt holder. el
d. Office Name: Enter the office name of Alt HRH Name: |
the hand receipt holder. i
e. HRH Name: Enterthe nameofthehand  owern: [ g5
receipt holder. Remarks: |
f. Contractor: If the hand receipt holder is Detete | Change | Cameel | Exat |
a contractor, check this box.
g. HRH Transfer Authority: Check this box IF you want the hand receipt holder to have authority to

transfer items. This is only for hand receipt holders that have access to the HAND RECEIPT
HOLDER module (not Hand Receipt).

h. HRH Phone Nbr: Enter the phone number of the hand receipt holder.

i. DSN: Enter the DSN telephone number of the hand receipt holder, if applicable.

j.  FAX Nbr: Enter the Fax number for the hand receipt holder.

k. E-Mail Address: Enter the email address for the hand receipt holder.

I. Alt HRH Name: If there is an alternate person who is to sign for items when the major hand receipt
holder is unavailable, you can enter the name of the alternate HRH. This is optional.

m. Alt Phone Nbr: Enter the phone number of the alternate HRH.

n. Order Dt: Enter the date that the hand receipt order was effective. You can click on the calendar
button to select the date. The date must be in YYYYMMDD format.

0. Remarks: Enter any applicable remarks.

p. Click the Inventory Dates tab.
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Adding A New Hand Receipt Holder And/Or Sub

g!Maji-‘:;h Hand Receipt Holder Add/Change /Delete N ] 4 STEP 3:
.
= it o a. Inventory Dates: When a new HRH is
( uic: HRH Nbr: ‘ created, the dates are automatically
HRH generated. The current date is displayed in
( Lastinv Dt B NeainwDueD: = ‘ the Last Inv Dt and the Next Inv Due Dt
Authorization will display the date the next inventory is due
( LastInv Dt Bl NediwbueD: = ‘ based on your service’s policy. For example,
etz YRy o] A if you are Army, it will populate with one year
( iDL Bl NextinvDueDt B ‘ out. If you are Navy, it will populate with
Sensitive Other than Weapons and Ammunit three years out. These dates can be
’V Last Inv Dt: @ Next Inv Due Dt: @ ‘ Changed_
Cryptographic b. Click the Contract Info tab (only if the
( et Dt BE NedinvDueD: = ‘ hand receipt holder is a contractor;
Delcie | add [Gamed] Bt | otherwise, click Add).

STEP 4: *3Maj/Sub Hand Receipt Holder Add/Change/Delete =l
.
Use this information ONLY if the hand receipt holder :m e Dites [CTHE
Is a contractor. c:: F(‘) Nbr: | Divy OrderNbr:[
Cntr StarfExpr Dt: ] =
a. CntrId: Enter the contractor identification. ?F‘: -
This field is mandatory when adding contractors. o [ moperyhdmpmmnne
b. Cntr PO Nbr: Enter the contract purchase order ?:P:y:dl:n E-mail Address| Dy
number. Remarks:
c. Dlvy Order Nbr: Enter the specific order num-  [corpName: |
ber used under an umbrella delivery order. This [T
applies to contracts. City:
d. COR: Enter the government property State: Z|apca
representative of the Contract Administration O 9150w Flane
Office. Delete Add | Cancel | Exit
e. Property Admn: Enter the individual who is the
authorized property representative.
f.  COR Phn Nbr: Enter the phone number of the Contracting Officer's Representative.
g. Property Admn Phn Nbr: Enter the phone number of the Property Administrator.
h. Property Admn E-Mail Address: Enter the email address of the Property Administrator.
i. Remarks: Enter any valid remarks.
j. Corp Name: Enter the official name of company/corporation listed on the contract.
k. Divsn Name: Enter the division name of the company/corporation listed as the reporting contractor.
I. Address: Enter the address of company/corporation listed as the reporting contractor.
m. City: Enter the city of company/corporation listed as the reporting contractor.
n. State: Enter the state of company/corporation listed as the reporting contractor.
0. ZIP Cd: Enter the zip code of company/corporation listed as the reporting contractor.
p. Name of Gov Plant: Enter the plant or facility that is Government owned and Contractor operated.
g. Click Add.
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Adding A New Hand Receipt Holder And/Or Sub

The Transaction Processed dialog box will be displayed.
r. Click OK.

You will be returned to the Key Data screen.

s. Click Exit.

Addin Hand Receipt Holder

Once a major hand receipt holder is established, a sub hand receipt holder can be created for the major
HRH.

On the Key Data screen, enter or browse for your UIC.

Enter or browse for the major HRH for which you are assigning the sub HRH.

In the second block for the HRH Nbr, enter a 1-3 alphanumeric code for the sub HRH.
Click OK.

Change the information for the major HRH to the information for the sub HRH.

Click Add.

ouhkwNEH

~~5» HINTS!
é%ﬁ Refer to the Navigating DPAS section, Setting User Defaults to automatically display your Hand
Receipt Holder Number wherever the HRH Nbr is to be input.

Use this screen to manage inventory dates. These dates will be set to zeros upon conversion and once
an inventory is done, these dates will be updated. You can change these dates at anytime. The dates
do not schedule any inventories. These dates are for management and historical purposes only.

hanging Major Hand Receipt Holder Information
1. On the Key Data screen, enter or browse for your UIC.
2. Enter or browse for the major/sub HRH you are changing.
3. Click OK.
4. Make any necessary changes.
5. Click Change.

Deleti Maior/Sub Hand Receiot Hold

Before you can delete a major/sub HRH, there can be no assets on hand or due in to the HRH.

1. On the Key Data screen, enter or browse for your UIC.

2. Enter or browse for the major/sub HRH you are deleting.

3. Click OK.

4. Click Delete.
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Practical Exercise: Adding a New Major and/or Sub HRH Number

Practical Exercise: Adding a New Major and/or Sub HRH Number

Title: Adding a New Major and/or Sub HRH Number

Objectives: At the completion of this exercise the student should demonstrate a capacity to perform
the necessary actions to create a new Major and/or Sub Hand Receipt Holder.

Prerequisites:
References: Reference in the manual Chapter Two

Scenario: You have been assigned a new hand receipt holder for your area. This number should be a
representation of your policies and procedures.

Instructions: Use the knowledge that you have gained from Chapter Two to add a new major hand
receipt holder and a sub hand receipt holder of the new major hand receipt holder.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Adding Multiple Items To The Property Book

Adding Multiple Items To The Property Book

MODULE: Hand Receipt

INTRODUCTION

This process is used when you receive a large quantity of the same asset and it is to be assigned to
one Hand Receipt Holder. On the Key Data screen the Bar Code and/or Serial Number for the first
asset is entered and the Multiple Assets check box is marked. After the information for the first asset
is entered and the transaction is processed, the user will receive a screen to enter the remaining Bar
Codes and/or Serial Numbers.

The user can also quickly add records to the system by entering the data for the first asset and
processing. When that is complete, enter the new Bar Code and/or Serial Number since the data
from the previous asset will remain in the fields. Be sure to change all fields that are necessary. Itis
very easy to make a mistake at this point because the data from the previous record will process.

Once the transaction is processed, a Financial, Supply, UIT/CBS-X, and/or DoDSASP transaction will
be produced, if necessary.

PREREQUISITES

CH 2

If your Activity uses Authorizations, an authorization record must exist for the items you are adding.
The procedures for this can be found in Chapter One, Adding Authorizations.

If your Activity uses Document Register, a document number must exist for the items you are adding.
The procedures for this can be found in Chapter One, Requesting A Document Number.

If you want to auto assign your bar codes, a bar code prefix will need to be established. The Property

Book Officer usually establishes these codes. This process can be found in Chapter Seven, Setting
Up Bar Code Prefixes.
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Adding Multiple Items To The Property Book

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt End Item Actions Increase
Component Actions 4 [ecrease
Bar CdfSer Mbr Change Lateral Transfer

HRH Pending Turn-InfTransfer

HRH Transfer
DatabasefUIC Transfer Actions »

Selected Change
MFr Ker Change

Stock Mbr Change

Bulk dsset Price Adjustment

Price Adjustment

Mass Changes »
MMaij/Sub Hand Receipt Holder
WarrantyfSvc/Loan/Lease
SKOBILAAL Inventaory

Excess Actions 4
Inventory Actions 4
Interfaces »
Repaorts 3
Inquiries 3
Help

Bar Cd:

Prefix ... [” Auto Assign
Stock Nbr: [ [

Serial Nbr: |

[~ Multiple Entries

oKk | Clear | Exit

CH 2
1 October 2004

STEP 1:
5I | ]
T Acti &
~Type Action .
- - _ Cmpn Incr a. Type Action Group Box: Select the
= New Procurement Admn Adj Bpt IS8R} T Rerrci appropriate action for increasing the asset.
" Transfer In " Ammunition Maint Act
 Reversal | Sl | New Procurement - New purchase
iairanty | Transfer In - Item is being transferred in
I Bulk Asset W from another Activity.
= Reversal - This is an “undo”. If the item was
uic: | DocNbr | ] removed erroneously, an increase reversal

would be used to add it back on the property
book. Keep in mind that you MUST use the
document number that was used when the
item was removed from the property book.
Admn Adj Rpt (AAR) - This may be used
for items that were found on installation, pick
up an item that was reversed off the property
book, etc.

Ammunition - Used to add ammunition to
the property book (for Army, this requires a
DA Form 581).
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Adding Multiple Items To The Property Book

b. Bulk Asset: Do not check this box.
c. UIC: Enter or browse for your UIC. You can set User Defaults to automatically display this field.
d. Doc Nbr: Enter or browse for the Document Number for the asset.
e. Bar Cd: If your Activity bar codes assets, enter a bar code for the item. If not, leave this field blank.
o Prefix...: If your Activity bar codes assets, you can establish prefixes to use to have DPAS
automatically assign your bar codes. Prefixes are established in the Utilities module. If you
clicked on the Prefix button, the Auto Assign check box is automatically checked. You cannot let
DPAS auto assign your bar codes without a prefix being established.
f. Stock Nbr: Enter or browse for the stock humber of the item.
g. Serial Nbr: Enter the serial number of the item.
h. Check the Multiple Entries check box.
i. Click OK.
STEP 2:
a. HRH Nbr: Enter or browse for the ey Data e
appropriate HRH Nbr. Sorio Nbr: Doc Nbr
b. Acq Cost: Enter the actual cost of each | stacknoe: Nomen:
item. This MUST be accurate! This e AsTr Boe I G
value will be used to report the cost of ~ urunee | [ | acqcost] 2l
the asset to your Activity’s general Fund cafappn: | = ol e o E@
Iedger accounts' Authn C-ll Nhr:- Acq Dt: I Eff Dt: I
c. Fund Cd/Appn: Enter or browse for ot : vy
the appropriate fund code and/or 2.;?‘ II ﬂ ol
appropriation allotment serial number. o | - o e
d. MfrYr: The default year is the current " ]
year. If this is not the year the item was Page 1 ot 2 Relatod Data| NextPage | Save | Concel |  Ext |

manufactured, you can change it to the
correct year.
e. Mfr Key: Browse for the appropriate manufacturer key. These are established in the Catalog module.
f.  Authn Ctl Nbr: Enter or browse for the authorization control number for the item. The Hand Receipt
Holder number on the authorization MUST match the hand receipt holder number for which the asset
is being assigned.

If you click the browse button for the Authorization Control
Number, this screen will display.

& Authn Ctl Nbr

L You can also leave the field blank and just click OK. This will
display all of the Authn Ctl Nbrs.
Authn €U Nbr: | If you selected to search by the LIN, you must enter at least
T — one position of the LIN.

Once you have found the appropriate Authn Ctl Nbr, highlight
the field and click OK.
oK I Clear | Cancel |

g. Acq Dt: Enter the date the asset was purchased. Policy
varies by Agency.

h. Eff Dt: Enter the date the property book officer/representative signed for the asset. For real property
this is the date facility or improvement accepted. Policy varies by Agency.
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Mfr Serial Nbr: Enter the manufacturer’s serial number. This is normally used for mobile and
production and service item. This could be used for a vehicle’s VIN.

j.  Qty: This field is not accessible for serially-managed items.

k. Asset Cd: Select the appropriate asset code. The default is K-Equipment.

I. Cptl Cd: If there is an exception to capitalization, you can change it from the default of N/A. But
normally, this code will not need to be changed.

m. Exp Cd: Select if the depreciation for the item is funded or not funded. The default is 1-Funded.

n. Lo/Le Cd: If the item is in on loan or leased, select the appropriate code. The default is N/A-
Government Owned.

0. Office: Enter the Office. Policy varies by Agency.

p. Task Cd: Enter the task code of the item. This field is MANDATORY for capital assets.

g. Job Order Nbr: Enter the Job Order number that is assigned by your Finance office. This field is
MANDATORY for capital assets.

r. Cntr/PO Nbr: Enter the Contract or Purchase Order number for the item.

s. Click Next Page.

STEP 3:

a. Loc: Enter or browse for the physical | —
location of the item. This field is Loc:

MANDATORY. These fields are SubLos: | . ,'l';:g'_—'
established in the Utilities module. e [o ~svebtcwro way ] e @ i e |

b. Sub Loc: Enter a sub location of the -
asset, if desired. Transfer Type Cd: | [ SesihgEonee |

c. Site Cd: Enter or browse for the asset’s | PN | ol [N oV
storage location. These codes are Remmcis: L 1 Vi
established in the Utilities module.

d. PBIC: Enter or browse for the property
book identification code. These codes
are established in the Utilities module.

e. Expr Dt: Enter the expiration date for Rolatod Data| Prev. Page | Save — —
time when asset is no longer considered =~ 222 = = = = =
usable for its intended purpose, or when
the authority to operate the asset ends.

f. Cond Cd: Select the appropriate condition code of the item. This defaults to A - Serviceable
(without qualifications).

g. Asset Sts Cd: Enter the status of this item. Valid codes are: Inbound, Layaway, Not In Use,
Outbound and the default is In Use.

h. Transfer Type Cd: If the asset is being transferred in, enter the code that identifies the type of
transfer.

i. Sending DODAAC: If the asset is being transferred in, enter the losing Activity’'s DODAAC.

j.  IPE Nbr: Enter the Industrial Plant Equipment number, if used.

k. Sys Id: Enter the user-defined system identification number, if used.

I.  Local Use: This is a free field.

m. Remarks: Enter any user remarks, if desired.

n. Ref File Name...: Click this button if you want to attach any reference files to the item (i.e., Word
documents, pictures, videos, etc.).

0. Click Save.
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Once the transaction is processed, the Multiple Entries window is returned.

STEP 4:
Stock Nbr: Due In Qty: 2l
Barcd: | a. The information for the item that you have
Sertal Nbr: | ] already added is displayed. You will need to
Loc: | ~ Modity enter the new Bar Code (if your activity uses bar
Subloz: | Delete | codes) or the Serial Number.
Bar Cd Serial Nbr Loc STl b. Loc: If the location for the next asset is different
H that what is displayed, you can change it to a

new location.
c. Sub Loc: If desired, enter a sub location.
ﬂj d. Click Add.

0K | Clear | Cancel |

Repeat steps a through d for each item.

e. Once you have added the last record, click QK. All but the first record will be displayed in the window.

~ <5 HINT!
%@; You can add up to 50 items at one time using this process. Repeat as necessary in multiples of
' 50, using the same document number.

Modifyving a Recor

1. If you need to modify one of the displayed records (before you click OK), highlight the record by
clicking on it once and click Modify.

2. Make the change(s)

3. Click OK.

Deletin Recor
1. If you need to delete one of the displayed records (before you click QK), highlight the record by
clicking on it once and click Delete.

2. Click OK.

Once you have added all the records, you will be returned to the Key Data screen.

x|
“Type Action 2l oClick Exit to return to the DPAS Main Menu.
Cmpm Iner
* New Procurement " Admn Adj Rpt [AAR) Depr Chg
" Transfer In " Ammunition Maint Act
" Reversal SKO/BIITA]
Warranty,
Req for Issue
" Bulk Asset
Misc Act
uic: | Dochbe] =l
BarCd:  Prefix | I~ Auto Assign
Stock Nbr: | =]
Serial Nbr: | [~ Multiple Entries
0K | Clear | Exit
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Practical Exercise: Adding Multiple Assets to the Property Book

Title: Adding Multiple Assets to the Property Book

Objectives: At the completion of this exercise the student should demonstrate a capacity to add
multiple items to the property book.

Prerequisites:
o If your Activity uses authorizations, you will need to check for an existing Authorization. If
one does not exist, the student must obtain one.

e If your Activity uses the DPAS automated document register, you will need to check for an
existing Document Number. If one does not exist, the student must obtain one.

References: Reference in the manual Chapter Two

Scenario: You received a delivery of 15 Laptop computers. All the computers were obtained on one
document number.

Instructions: Use the knowledge that you have gained from Chapter Two to add the 15 laptops to
your property book.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Changing Information About An End Item
MODULE: Hand Receipt

INTRODUCTION
The Selected Changes process is used to change basic information about an asset. The user can
change any of the fields that are not grayed on the screen. What cannot be changed using this
process are the Serial Number, Bar Code, Stock Nbr and Acquisition Cost.

Once the transaction is processed, a Financial, Supply, UIT/CBS-X, and/or DoDSASP transaction will
be produced, if necessary.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Selected Change from the program list.

Hand
Heceipt
End Ttem Actions Increase
Campanent Ackions b Decrease
Bar Cd/ser Nbr Change Lateral Transfer

HRH Pending Turn-In/Transfer
Database/UIC Transfer Actions *
MFr Key Change

Bulk: Asset Price Adjustment

HRH Transfer

Selected Change

Stock Nbr Change

Price Adjustment

Mass Changes 3
Majf5ub Hand Receipt Holder
Warranky/Sve/LoanfLease
SKOEIL AAT Inventory

Excess Actions 4
Irventary Actions 3
Interfaces »
Repaorts b
Inquiries 3
Help

~~5 HINT!
>4~ This is a simple process that does not require a document number!
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[ Bulk Asset
Bar Cd: I _|
Stock Nbr: I _|
Serial Nbr: I
HEH Nbr: I I _|

STEP 1:

o lx

a. Bulk Asset: If you are changing information
for a bulk item, make sure that you check this
box.

b. Bar Cd: If your Activity uses bar codes,
enter the bar code of the item, OR...

c. Stock Nbr: If your Activity does not use bar
codes, enter the stock number of the item
AND...

d. Serial Nbr: If your Activity does not use bar
codes, enter the serial number of the item. If
the item is bulk managed, this field will not be
accessible.

e. HRH Nbr: If you entered only the the stock
number for a bulk managed item, you must

f. Click OK.

STEP 2:

a. All the information that was used when you
added the item is displayed. You can
change any of the available fields. You
may need to click Next Page to display
other fields.

b. Click Save.

The Transaction Processed dialog box will be
displayed.

c. Click OK.
You will be returned to the Key Data screen.

d. Click Exit.

enter the hand receipt holder number.

¥ End Item Selected Change =]
3 e i
~Key Data
Bar Cd: uic:
Serial Nbr: HRH Nbr:
Stock Nbr: Nomen:
Doc Nbr: Fund Cd{Appn: I |
Mifr r: Mir Key: .. | Mirsernbr: |
Authn Ctl Nbr: .| Efot B Acqpt: [ =
AssetCd: | =] | ofiice: [
cpticd: | | || Taskca: |
ExpCd: | =] Job order Nbr: |
Lofle Cd: | =] cowponbr: |
Page 1 of 2 Belated Data| MNext Page | Save I Cancel | Exit I

If you change the office field for a capital asset, the following dialog box is displayed:

End Ttem Selected Change

and all of its Improvements.

previously submitted data.

[~ Update the Depreciation Office for the Asset

[T Generate Accounting Transactions to correct

I a. If any of these are applicable, check the
appropriate box.
b. Click OK.
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Practical Exercise: Manufacturer Key/End Item Selected Change

Title: Manufacturer Key/End Item Selected Change

Objectives: At the completion of this case study, the student should demonstrate a capacity to
perform the necessary actions to add/change/delete a manufacturer key.

Prerequisites:

References: Reference Chapter One. Adding a Manufacturer Key and Chapter Two, Changing
Information About an End Item.

Scenario: While reviewing your hand receipt, you realize that your laser printer is attached to the
wrong manufacturer key. You have it listed as a Hewitts, but it is actually a Canon.

Instructions: Perform the necessary actions in DPAS to change the manufacture key to the
appropriate one.

(Hint: you may have to build a new key for the Canon information)

Given:

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A

140



Adding Miscellaneous Document Numbers

Adding Miscellaneous Document Numbers
MODULE: Document Register

INTRODUCTION

The following procedures outline the process for obtaining miscellaneous type document numbers.
These numbers include AARs, Transfers, Serial Number Changes, etc.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the program group.
3. Select Miscellaneous Actions from the program list.
Document
Hegister
Supply Requests Issue
Update Actions b Turndn
Dekl Turn-InfTrasf Miscellaneous Actions
el e MidifyCancel/Follaw-up
Interfaces }
Reparts b
[nquiries b
Help
: STEP 1:
kst K
. 5]
D Number Assig| Detail
el . & Automated — a. UIC: Enter or browse for your UIC.
¢ Manual — b. Document Number Assighment: Select the
e appropriate Document Number Assignment.
Crnpr Decr
BEiSerNbr
0K | Clear Exit
Document Number Assighment
Automated DPAS will generate a document
number.
Manual User defined document number.
c. Click OK.

141



Adding Miscellaneous Document Numbers

L}
S I E P 2 [ “*Request for Miscellaneous Actions

a. Doc Nbr: If your Activity interfaces with

D

P
F

K]

SARRS-O AND you selected Automated  [*°™ g
document number assignment, this field e pochbr |

will be displayed with the unit’s DoDAAC. Block | |

If you selected Manual document HRH Nbr: =l Nomen: | |

number assignment, then enter your
document number here. In positions 7 me
through 10, you cannot use any Stock Nbr: ]

Destn Id: _I
Transter Cd: _I

I= | Include Iransfer Messages

characters that the system will read as

the current or future Julian date.

Remarks: I

b. Block: Click on the browse button to

Sawve | Cancel I Exit |

display the blocks of document numbers

for assignment. This field will not be accessible for Manual document number assignment.
c. HRH Nbr: If required by your Activity, enter the HRH Nbr. This field is not mandatory in this process.

d. Nomen: Select the appropriate action for this process.

Nomenclatures
AAR Administrative Adjustment Report (DO NOT use this for Reports of Survey, Statement of
Charges, Serial Number Changes, or Ammunition Requests).
C/C Cash Collections
L/T L/T by Asset(s)
L/T L/T by Fund Code/Appropriation
L/T L/T between Databases
LDD Lost, Damaged, Destroyed
R/S Report of Survey
S/C Statement of Charges
S/N Serial Number Change
581 DA Form 581 (Ammunition)

e. RIC: If required by your Activity, enter your Routing Identifier Code. This field is not mandatory in

this process.

f. Stock Nbr: If you want to tie the document number to the stock number, enter the stock number.

This field is not mandatory in this process.
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j.
k.
l.
m.

Destn Id: This field is only accessible for lateral transfers. Click the browse button to display the
destination identification codes and select the appropriate code.

Transfer Cd: This field is only accessible for lateral transfers. Click the browse button to display the
transfer codes and select the appropriate code.

Include Transfer Messages: If you want to include any messages on the Turn-In/Transfer form,
check this box. These messages, usually created by the Property Book Officer, are established in
Utilities>Master Table Maint>Report/Form Message. The Include Transfer Messages is
only available for Lateral Transfer by Assets and Lateral Transfer Between Databases. See below on
the Include Transfer Messages screen.

Remarks: If required by your Activity, enter a remark.

Click Save.

If you did not include the transfer messages, the Transaction Processed dialog box will be displayed.
Click OK.

The Transaction Processed dialog box will be displayed.

n.

Click OK.

You will be returned to the Key Data screen.

0.

Click Exit.

INCLUDE TRANSFER MESSAGES

If you checked the Include Transfer Messages check box, you will have the ability to include two user
defined messages. The following is an example of this screen:

Transfer Messages : il

a. Click the browse buttons to select the

Form Messag message you want to include. You can

add up to two (2) transfer messages to
Mogld: | = be included on your DD Form 1348-1A.
Msg Text: b. Click OK.

< 1]

(KNI

0OK I Cancel

143



Adding Miscellaneous Document Numbers

STEP 3:

e Click OK.
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Changing The Stock Number Of An End Item
MODULE: Hand Receipt

INTRODUCTION
This process allows the user to change the Stock Number of one specific asset. The Bar Code or
Stock Number/Serial Number is entered to select the particular asset. Once the new Stock Number is
entered, review the information displayed and change any that are necessary.
If the Document Register is being used, this transaction requires an AAR Document be built prior to
processing. If you have not built the Document before entering this process, you can use the Jump
Button on the Menu Bar to build it without leaving this process.

If all of the assets under this Stock Number are to be changed to a new Stock Number, it is faster/
easier to use the Stock Number/Selected Change process under the Catalog — Mass Changes Menu.

If the Expense Code and/or the Asset Code are changed, the record will be evaluated and a Financial
Transaction will be produced, if necessary.

PREREQUISITES

If your Activity uses the Document Register, you will need to obtain an AAR document number. Refer
to Add Miscellaneous Document Numbers for information on obtaining AAR document numbers.

The stock number that you are changing to must also be cataloged.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
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3. Select Stock Nbr Chg from the program list.

Hand
Heceipt

End Tkem Actions Increase

Component Actions b Decrease

Bar CdfSer Mbr Change Lateral Transfer

HRH Pending Turn-Inj Transfer —

Database/LIIC Transfer Actions FAntEr
Selected Change

MFr Key Change
Bulk Asset Price Adjustment

Skock Nbr Change

Price Adjustment

Mass Changes ]
Majf5ub Hand Receipt Holder
Warranty/5vi/LoanLease
SKO[BIIAAT Inventary

Excess Actions 4
Invenkaory Actions b
Interfaces 4
Reports ]
Inquiries »
Help

x| STEP 1:
Catalog =
= ‘ “oromwea | | @ Bulk Asset: Check this box IF the asset is bulk
— managed.
Barcd: | e b. Bar Cd: If your Activity uses bar codes, enter the
ctock b | — bar code of the item. Proceed to step e.
‘ c. Stock Nbr: If your Activity does not use bar codes,
Serial Nbr: | - enter or browse for the stock number of the item.
WRHNbe: | | ] d. Serial Nbr: If your Activity does not use bar codes,
o enter or browse for the serial number of the item.
Stock Nbre | ] This field is not accessible for bulk managed items.
e. HRH Nbr: If the item is bulk managed and you only
ok | Clear | Exit | entered the stock number, enter or browse for the
hand receipt holder number. This field is not

accessible for serially managed items.

f. TO Stock Nbr: Enter or browse for the NEW stock number of the item.

g. Click OK.
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STEP 2:
b NS E

All the information for the From Stock Number ~Key Data

is displayed and may need to be changed. You Bar Cd: uic:

will first need to delete the current information Serial Nbr: HRH Nbr:

and then enter the appropriate information for ~From To

the new stock number. Stock Nbr: Stock Nbr:
Nomen: Nomen:

a. If any of the accessible fields need changed,

you will need to do that here. Authn Ctl Nbr: | Mir Key: =
b. Doc Nbr: If your Activity requires a : =
Exp Cd: I J Qty: I
document number, enter or browse for the
document number. If you have not obtained ~ |#sscttd: ! =l neqcost |
an AAR document number, click on the DocNbr: | [
Related Datal Save | Cancel Exit

@ at the top of the screen to jump to
the Request for Miscellaneous Actions process.
c. MfrKey: Itis a good idea to delete the Mfr Key and display the keys for the new stock humber as
these may be different from the previous stock number.
d. Qty: For bulk managed items, enter the quantity. This field is not accessible for serially managed

items.
e. Acq Cost: This field is not accessible.
f. Click Save.

The Transaction Processed dialog box will be displayed.
g. Click OK.
You will be returned to the Key Data screen.

h. Click Exit.
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Practical Exercise: Stock Number Change

Title: Stock Number Change

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to change a stock number on the property book.

Prerequisites: If your activity uses document register you will need to generate the proper document
number. If your activity uses the authorizations module authorizations may need to be built for the new
stock number.

References: Reference in the manual Chapter One, Adding Authorizations and Chapter Two, Add
Miscellaneous Document Numbers and Changing the Stock Number of an End Item.

Scenario: Your activity picked up a STU III phone that you input on your property books with an MCN
and a non-standard LIN. However, it has since been added to the catalog with a NSN and a standard LIN.

Instructions: Perform the necessary actions in DPAS to change the existing MCN to the new NSN.

Given:

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Changing The Price Of An End Item
MODULE: Hand Receipt

INTRODUCTION

This process is used to change the Acquisition Cost of a serially managed asset.

If the asset was originally determined to be a Capital Asset and the Price Adjustment lowers the Cost
of the asset to a value below the Capital Asset Threshold, the user will be asked whether the asset
should continue to depreciate. If the asset is to continue to depreciate, mark the Capital Funds radio

button, otherwise mark the Non-Capital Funds radio button.

A financial transaction will be produced automatically based on the information entered.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select End Item Actions from the program group.
3. Select Price Adjustment from the program list.

Hand
Receipt

End Item Actions

Component Ackions

Bar Cd/Ser Nbr Change

HRH Pending Turn-InfTransfer
Database{UIC Transfer Actions
MFt Key Change

Bulk, Asset Price Adjustment

}

Mass Changes

MaijfSub Hand Receipt Holder

Warranty/Svc/Loan/Lease

SKOUBILAAT Inventory

Excess Ackions

Invenkory Actions

Interfaces

Reparts
Inquiries

Help

Increase
Decrease
Lateral Transfer

HRH Transfer
Selected Change
Stock Mbr Change

149



Changing The Price Of An End Item

Key Data

STEP 1:
Type Action 2
= Correction parca: | L a. Type Action: Select the appropriate action
" Revaluation Stock Nbr: I _I type
Serial Nbr: | |
,TI Clear | Exit |

Type Action

Correction Select this when you want to correct an acquisition cost that was entered incorrectly

Revaluation Inventory and related property may be revalued for such reasons as determination that the property is

excess, obsolete, or unserviceable. Stockpile materials have decayed or been damaged. A loss is
estimated on commaodity purchase agreements; or that a change has occurred in the net realizable
value of commaodities valued at the lower of cost or net realizable value. The amount of revaluation
should be recognized as a loss or a gain in determining the net cost of operations, because it results
from the entity's operations. Assets, correspondingly, are reduced or increased. Since the revaluation
does not affect obligations incurred, but does affect net cost, an amount equal to the revaluation should
be recognized in determining the reconciliation between obligations incurred and net cost of operations.
A reconciliation is not needed in determining the change in net position, because the revaluation affects
net cost and net position equally.

b. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code of the item.
c. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the item.
d. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item.
e. Click OK.
a. Acq Cost: The current acquisition cost is
displayed. Change this cost to the correct e e e
COSt Of the Item' Serial Nbr: HRH Nbr:
b. Sys Id: If you want to assign this item as ——— R—
part of a system, enter your local system
identification number. peqcost |l sys -
c. Task Cd: If you are making the item a rmekca: | JobOrdermbr: |
capital asset, enter the task code given to Aemarke: |
you from your Finance Office.
d. Job Order Nbr: If you are making the item
a capital asset, enter the job order number
given to you from your Finance Office. Pelted Date] Sove | Conont =
e. Remarks: You MUST enter a remark
indicating the reason you changed the price of the item.
f. Click Save.
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The Transaction Processed dialog box will be displayed.
g. Click OK.

You will be returned to the Key Data screen.

h. Click Exit.

ital/Non- ital Fun

If the asset is capital and you adjust the amount below the threshold amount, the following is displayed:

Capitalization I a.If the asset is to be considered Capital, then make sure that
you select Capital Funds; otherwise, select Non-Capital

Funds.

& Capital Funds
W NOTE:
" Non-Capital Funds \\@ > If you selected Capital Funds, you can activate the
" item for depreciation from the Transaction Processed
dialog box.
0K b.Click OK.
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Practical Exercise: End Item Price Adjustment

Title: Price Adjustment

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to do a price adjustment on an end item.

Prerequisites:

References: Reference in the manual Chapter Two, Changing the Price of an End Item.

Scenario: Your activity has just recently converted to DPAS; after running your hand receipt you notice
that you have items on your books that have an acquisition cost of one dollar.

Instructions: Perform the necessary actions in DPAS to adjust the cost from a dollar to the actual
purchase price.

Given:

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Adding/Changing A Bar Code
MODULE: Hand Receipt

INTRODUCTION

To change a Bar Code of an existing record, the user enters the Bar Code of the asset that needs to
be changed. To add a Bar Code to an item that did not have a bar code previously, the user will need
to enter the Stock Number/Serial Number of the asset.

PREREQUISITES

If your are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Bar Cd/Ser Nbr Change from the program group.

Hand
Receipt

End Item Actions }
Component Actions 4

Bar CdfSer Mbr Change

HRH Pending Turn-In/Transfer
Databasef/ULC Transfer Actions  #
My Kew Change

Bulk. Asset Price Adjustment:

Mass Changes }

MajiSub Hand Receipt Holder

Warranky/SvecfLoanfLease

SECYBIIAAL Inventory

Emcess Actions L4
Inventory Actions 4
Interfaces L
Reports 4
Inquiries 3
Help
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x| STEP 1:
i
Bar Cd: [ a. Bar Cd: If your Activity uses bar codes, enter or
socknbr | | browse for the item for which you are changing the
; bar code. Proceed to step d.
Serial Nor: | L b. Stock Nbr: If your Activity does not use bar codes,
enter or browse for the stock number for the item for
oK | _ Clear | Exit | which you are changing the bar code.

c. Serial Nbr: If your Activity does not use bar codes,
enter or browse for the serial number for the item for
which you are changing the bar code.

d. Click OK.
STEP 2: !_f“.BarEd,.-"SEril Nbr Change ;Iglil
a. To Bar Cd: To auto assign a bar code, Key Data
click the Prefix button and select a uic: HRH Nbr:
prefix; otherwise, enter the NEW bar Nomen:
code of the asset. v To:
b. Serial Nbr: Do not change this field. B bor i [Pretnee] |
c. Doc Nbr: You do not need a document | S —
number for a bar code change. Serial Nbr: Seriat e |
d. Remarks: If required by your Activity,
enter a remark.
e. CI|Ck §ave. Doc Nbr: I—_I
The Transaction Processed dialog box will be e |
displayed. Save Cancel Exit

f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.
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Practical Exercise: Bar Code Change

Title: Bar Code Change

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to change a bar code of an asset.

Prerequisites:

References: Reference in the manual Chapter Two, Adding/Changing the Bar Code.

Scenario: The Photocopier on your property book had been sent out for repair; it has now been
returned from the manufacturer. After they reinstalled it, you noticed that the bar code that was assigned
to the copier has been damaged and is no longer readable. It must be replaced.

Instructions: Perform the necessary actions in DPAS to assign a new bar code number to the copier.

Given:

Stock Number 3610-01-129-7764

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Changing The Serial Number
MODULE: Hand Receipt

INTRODUCTION

To change the Serial Number, the user enters the Bar Code or the Stock Number/Serial Number of the
asset that needs to be changed. If the Document Register is being used, the Document Number can
be built using the Miscellaneous Actions Jump Button via the tool bar.

PREREQUISITES

If your Activity uses the Document Register, you will need to have a Serial Number Change
document number. Refer to Add Miscellaneous Document Numbers for more information on this
process.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Bar Cd/Ser Nbr Change from the program group.

Hand
Heceipt

End Item Actions k
Compaonent Ackions L4

Bar CdiSer Nbr Change

HRH Pending Turn-InfTransfer
Database/UIC Transfer Actions  k
MFr Kew Chanoge

Bulk Asset Price Adjustment

MMass Changes »

Majfsub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOBIN/AAL Inventary

Excess Actions L
Irventory Actions b
Intetfaces 2
Reports b
Inquiries 4
Help
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x| STEP 1:
i
Bar Cd: [ a. Bar Cd: If your Activity uses bar codes, enter or
socknbr | | browse for the item for which you are changing the
; bar code. Proceed to step d.
Serial Nor: | L b. Stock Nbr: If your Activity does not use bar codes,
enter or browse for the stock number for the item for
oK | _ Clear | Exit | which you are changing the bar code.

c. Serial Nbr: If your Activity does not use bar codes,
enter or browse for the serial number for the item for
which you are changing the bar code.

d. Click OK.
STEP 2: ﬂ?BarEd,a"Se:i'I‘NhrEhange =10l x|
a. To Bar Cd: Do not change this field. Key Data
b. Serial Nbr: Enter the NEW serial number | vic: HRH Nor:
of the asset. omeat
c. Doc Nbr: If your Activity uses the ~Fram: To:
Document Register, you can browse for the | garca: Barcd: | Prefic...| |
appropriate document number. If you did Stock Nbr: I Auto Assign
not obtain one prior to entering this Serial Nbr: Serial Nbr: |
process, click on @ from the tool bars T —
at the top of the screen to enter into the N
Miscellaneous Document Number femarks:

process. Save Cancel Exit
d. Remarks: If required by your Activity,
enter a remark.
e. Click Save.

The Transaction Processed dialog box will be displayed.
f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.
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Practical Exercise: Serial Number Change

Title: Serial Number Change

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to change a serial number of an asset.

Prerequisites: If your activity is using the document register a serial number document number must
be on the document register table before you process the change.

References: Reference in the manual Chapter Two, Add Miscellaneous Document Numbers and
Changing the Serial Number.

Scenario: You are property custodian for the Supply Division and a new DPAS user. After performing
your reconciliation between your old system and DPAS you realize your Gateway monitor has converted
over with an incorrect serial number.

Instructions: Perform the necessary actions in DPAS to change the incorrect serial number to a
corrected number.

Given:

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Adding Bulk Assets To The Property Book

MODULE: Hand Receipt

INTRODUCTION

This process is used to add a bulk quantity of an asset to the Property Book. The Bulk Asset check
box must be marked on the Key Data screen, which causes the serial number to be inaccessible and
will generate a bulk bar code when the transaction is processed. NOTE: If the assets are lot
managed, they should be added to the Property Book as bulk assets and the Lot Number field on the
second screen of the Increase Process should be used. It is possible to have multiple bulk records for
the same type of asset on the same Hand Receipt. This is due to having one of the following fields
different from the previous record - UIC, Fund Code, HRH Nbr, Expense Code, Authorization Control
Nbr, Loan/Lease Code, PBIC, Site Code, Location and Lot Nbr. After the stock number and Hand
Receipt Holder number are entered, the user will be shown a list of the bulk records available for that
stock number and hand receipt. Care must be taken to select the correct record.

PREREQUISITES

The Management Code on the Catalog table must be B to indicate the asset is bulk.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt

End Item Actions

Component Actions »
Bar Cdf3er Mbr Change

HRH Pending Turn-IngTransfer
Database/UIC Transfer Actions  #
Mfr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

Increase
Decrease
Lateral Transfer

HRH Transfer
Selected Change
Stack bt Change

Price Adjustment

Majfsub Hand Receipt Holder

Wiatranty/Sve/Loan/Lease

SKOYBILAAL Inventory

Excess Actions 4
Inventory Actions 3
Inketfaces }
Reparts 3
Inquiries 4
Help

CH 2
1 October 2004

-~ HINT!
% Even if your activity does not use bar codes,

DPAS will still assign a bulk bar code to bulk
managed items. You can use this number to access
information about the bulk asset.

As additional quantity of the same asset is added, DPAS
will use the SAME bulk bar code as long as the following
information matches the original procurement:

uIC LOAN LEASE
CODE

FUND CODE PBIC CODE
HRH NUMBER SITE CODE
EXPENSE CODE LOCATION

AUTHORIZATION CONTROL LOT NUMBER
NUMBER

If even ONE of these fields is different, DPAS will create
a NEW bulk bar code to identify the new group of bulk
assets.

Corrective Action: To merge two bulk bar code

numbers is to perform an End Item Selected Change
and make the differing data elements the same.
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STEP 2:

x| STEP 1:
~ Type Action = I 2l
mpn e - .

= New Procurement " Admn Adj Rpt [AAR) m a. Type Action: Select the type of action
" Transfer In " Ammunition K aint Aot for the asset. .

m b. Bulk Asset: Check this box.
£/ Reversal — c. UIC: Enter or browse for the UIC.

[ e | d. Doc Nbr: Enter or browse for the

Req for Issue

[ Bulk Asset T document number for the asset.

e. Bar Cd: This field is not accessible, but
ve: | | DocNbr| [ will be system generated. Bar codes will
Barcd:  Prefx..| [ I AutoAssign begin with BULK followed by a system

_ generated number.
Stock Nbr: | e f. Stock Nbr: Enter or browse for the
Serial Nbr: | [” Multiple Entries Stock number for the asset.
R Clear | = g. Sgrial Nbr: This field is not accessible.
h. Click OK.

a. HRH Nbr: Enter or browse for the hand ey bata
receipt holder. S o
b. Acq Cost: Enter the individual cost of | . Nomen:
the bulk assets, NOT the total cost. Type Action: Due In Qty:
c. Fund Cd/Appn: Enter or browse for e | =] Aeqcest] =
the appropriate fund code and/or Fundcamppn: [ [ | wieve [ O
appropriation allotment serial number. T N B ot | EWenoe [ [
d. MfrYr: The default is the current year. | wir seriat Nbr: | e
If this is not correct, change the year to oo ca: =
the correct year. ot || j ::;Em I—I
e. Mfr Key: Enter or browse for the SocE | L —
appropriate manufacturer key. LofLe Cd: | L ———
f.  Authn Ctl Nbr: If your Activity uses the Page 1 o1 2 Related Data| NextPage | Save | Cancel |  Ext |
Authorizations module, enter or browse
for the appropriate authorization for the asset.
g. Acq Dt: Enter the date the asset was bought. Policy varies by Agency.
h. Eff Dt: Enter the effective ate for the asset. Policy varies by Agency.
i. Qty: Enter the number of items you are adding.
j. Asset Cd: Select the appropriate asset code.
k. Cptl Cd: This field is only accessible for serial assets.
. Exp Cd: Select the appropriate expense code.
m. Lo/Le Cd: Select the appropriate loan/lease code if the items are to be loaned or leased.
n. Office: Enter your office or code.
0. Task Cd: If you were given a task code by your Finance Office, enter it here.
p. Job Order Nbr: If you were given a job order number by your Finance Office, enter it here.
g. Cntr/PO Nbr: If you are keeping track of the Contract or Purchase Order numbers, enter that
number here.
. Click Next Page.
CH2 160
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“%End Item Increase M=

[ ] P[]
| =

Site Cd:

LotNbr: | (B

R [A -Sucbl(w/o qual) =

ﬂ AsselSlst:l -In Use

STEP 3:

Loc: Enter or browse for the physical
location of the item. This field is
MANDATORY. These locations are
established in the Utilities module.
Sub Loc: Enter a sub location of the

Sending DODAAC:

/]

[
Sysid: [

Transfer Type Cd: I

IPE Nbr: I

Remarks: I
Ref File Name ... ||

Local Use:

asset, if desired.
Site Cd: Enter or browse for the asset’s
storage location. These codes are

established in the Utilities module.
PBIC: Enter or browse for the property
book identification code. These codes
are established in the Utilities module.

Related Datal Prev. Page | Save | Cancel | Exit

Page 2 of 2

e. Lot Nbr: Enter the lot number

assigned.

Expr Dt: Enter the expiration date for time when asset is no longer considered usable for its intended

purpose, or when the authority to operate the asset ends.

Cond Cd: Select the appropriate condition code of the item. This defaults to A - Serviceable

Inbound, Layaway, Not In Use,

g.
(without qualifications).

h. Asset Sts Cd: Enter the status of this item. Valid codes are:
Outbound and the default is In Use.

i. Transfer Type Cd: If the asset is being transferred in, enter the code that identifies the type of
transfer.

j. Sending DODAAC: If the asset is being transferred in, enter the losing Activity’s DODAAC.

k. IPE Nbr: Enter the Industrial Plant Equipment number, if used.

I.  Sys Id: Enter the user-defined system identification number, if used.

m. Local Use: This is a free field.

n. Remarks: Enter any user remarks, if desired.

0. Ref File Name...: Click this button if you want to attach any reference files to the item (i.e., Word
documents, pictures, videos, etc.).

p. Click Save.

The Transaction Processed dialog box will be displayed.
g. Click OK.

You will be returned to the Key Data screen.

Click Exit.

r

You are returned to the Key Data screen.

CH 2
1 October 2004
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Notice that when you are returned to the Key Data
screen, DPAS has assigned a Bulk Bar Code number for
the bulk items that you have added.

If you are not going to any of the processes that are
active on the right side of the screen, click Exit to return
to the DPAS Main Menu.

CH 2
1 October 2004

~Type Action

% New Procurement  Admn Adj Rpt [AAR)
" Transfer In " Ammunition

" Reversal

Cmpn Incr
Depr Chg
Maint Act

SKO{BIIfAAI
‘Warranty

v Bulk Asset

Req for Issue
Misc Act

ks [x

uic: R_l Dochbr[ ]
Bar Cd: Prefix ... | BULKDO1711 ¥ Auto Assign

Stock Nbr: | [
Serial Nhr:l I Multiple Entries
oK | Clear | Exit
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Practical Exercise: Adding Bulk Assets

Title: Adding Bulk Items

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to add and adjust a bulk record.

Prerequisites: If your activity is using authorizations and document register these records may need
to be built prior to adding this item to the property book.

References: Reference in the manual Chapter Two, Adding Bulk Assets to My Property Book.

Scenario: You only received partial shipment of pistol belts; the company owed you 10 more belts that
have now come in.

Instructions: Perform the necessary actions in DPAS to add the other ten items to your property
book. Five of these go to the original hand receipt holder and five go to another hand receipt holder.

Ensure the system adds the appropriate amount to the existing bulk barcode record and assigns a new
bulk barcode to illustrate the hand receipt holder change.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A

163



Changing The Price Of A Bulk Item

Changing The Price Of A Bulk Item
MODULE: Hand Receipt

INTRODUCTION
This process is used to change the Acquisition Cost of a bulk managed asset.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Bulk Asset Price Adjustment from the program group.

Hand

Receipt
End Item Actions ]
Component Ackions L4
Bar CdfSer MNbr Change
HRH Pending Turn-InjTransfer
DatabasefUIC Transfer Ackions »
MFr Key Change

Bulk &ssef Price Adjustment

Mass Changes ]

MaijfSub Hand Receipt Holder

WarrantySvefLoan/Lease

SKOEI/AAT Inventory:

Excess Ackions L
Irvenkory Ackions 4
Interfaces J
Reparts 3
Inquiries L4
Help

== NOTE:

A
\O > You MUST calculate the Average Unit Cost; DPAS does not do the calculations!
N
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STEP 1:
7
vic: | L] a. UIC: Enter or browse for your UIC.
b. Stock Nbr: Enter or browse for the stock number.
Stock Nbr: | L] c. Click OK.

ok | Clear | Exit |

ST E P 2 L] % Bulk Asset Price Adjustment

a. Avg Unit Cost: Change the average unit

cost of the item. [«
b. Remarks: Enter a reason why you e Qty:
changed the price. Stock Nbr: Nomen:
c. Click Save.
The Transaction Processed dialog box will be Avg Unit Cost;
displayed. —
d. Click OK.

You will be returned to the Key Data screen.

Related Data Save Cancel Exit

e. Click Exit.
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Removing Bulk Assets From The Property Book
MODULE: Hand Receipt

INTRODUCTION
This process will demonstrate how to remove bulk managed items from your property book.

PREREQUISITES

A Destination Identification code will need to be established. The Property Book Officer usually
establishes these codes. This process can be found in Chapter Seven, Create Destination
Identification Codes.

A Document Number range will need to be established. The Property Book Officer usually establishes
these codes. This process can be found in Chapter Seven, Create Document Number Block
Codes.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Decrease from the program list.

Hand
Receipt

End Item Actions Increase

Compaonent Actions Decrease
Bar CdfSer Mbr Change Lateral Transfer
HRH Pending Turn-In) Transfer HRH Tranef
Database/UIC Transfer Actions  # FaNETEr
Selected Change
MFr Key Change
Stack Mbr Change

Bulk fsset Price Adjustment

Price Adjustment
Mass Changes ] J

Maj/Sub Hand Receipt Holder

Warranty/3vefLoanLease

SKEOJBILIAAT Inventory

Excess Actions k
Imventory Ackions 4
Interfaces ]
Reports 4
Inguities 4
Help
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x|
g
~ Type Action
& Turn-In/Disposal (| BT A
¢ Transfer Out
 Admn Adj Rpt [AAR]
Bar Cd: I |
" Reversal
¢ Ammunition Stock Nbr: | |
" Rptof Survey/LDD Serial Nbr:| .|
" Statement of Charges | | ypH Nbr: l— l— |
" Sales
vic: I =l
" Mass Transfer Qut
Doc Nbr: I |
" Mass Turn-In

Clear | Exit |

STEP 1:

Type Action: Select the appropriate action
for removing the item.

Bulk Asset: Check this box.

Bar Cd: If your Activity uses bar codes,
enter or browse for the bar code. Proceed to
step f.

Stock Nbr: If your Activity does not use bar
codes, enter or browse for the stock number.
HRH Nbr: If you entered only the stock
number, enter or browse for the hand receipt
holder for which the asset is assigned.

Click OK.

If you enter just the Stock Number and Hand Receipt Holder number you will need to select from the Bulk
Selection screen which asset you want to decrease and click QK. Below is an example of this screen.

Bulk Selection

Stock Nbr: 8465009277485

fAuthn A Lo/
Ctl C Fund Le
uIic Hbr C Cd Cd Loc
Wweu2an BAA894 T PA

HRH Nbr:

BLDG 41

WOUZBA

Sub Loc Lot Hbr

Once you make your selection, you will be returned to the Key Data screen where you can continue.

STEP 2:

a. Doc Nbr: Enter or browse for your doc-
ument number.

b. Qty: Enter the number of items you are
removing.

c. Eff Dt: This date is displayed with the
date the hand receipt holder signed for
the item. It can be changed, if
necessary. You can use the calendar
button to select the date.

d. Acq Cost: This field is displayed and
cannot be changed.

e. Receiving DODAAC: If the item is
being transferred out, enter the
DODAAC of the receiving Activity.

% End Item Decrease P ]
- : d

EPEi]=

Bar Cd: uic:

Serial Nbr: HRH Nbr;

Stock Nbr: Nomen:

Type Action:

Doc Nbr: Il | Qty: Qty on Hand:

efpe | Acq Cost: |

Receiving DODAAC: Transfer Type Cd: I j
I~ Write Off Selling Price: |

Remarks: I

Related Data Save Cancel Exit
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f. Transfer Type Cd: If the item is being transferred out, select the appropriate transfer code.
Write Off: This is automatically checked on a transfer outside the government only, mass turn-in,
and mass transfer out.

h. Selling Price: This field is only available when the Type Action Code is Sales. You would then enter
the selling price of the item.

i. Remarks: Enter a remark.

j. Click Save.

If you are using the Document Register, the following message will display:

k. If you want to close the document number, Document Number
click Yes, otherwise, click No.

The Transaction Processed dialog box will be Do you want to close out Document Number?
displayed.
I. Click OK. Yes No

You will be returned to the Key Data screen.

m. Click Exit.
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Transferring An Item From One HRH To Another
MODULE: Hand Receipt

INTRODUCTION

This process is used to transfer a specific asset from one Hand Receipt Holder to another within the
same UIC. The Bar Code or Stock Number/Serial Number is entered to select the particular asset.

If authorizations are being tracked at the Hand Receipt Holder level, the authorization must be built
prior to processing this transaction. If it is not built, the jump button on the menu bar can be used to
build the authorization without leaving this screen. Be sure to delete the authorization for the losing
Hand Receipt Holder if that Hand Receipt Holder is no longer authorized this type of asset.

If the Document Register is being used and your Regulations/Policy require a Document Number for a
Hand Receipt Holder transfer/change, the Document Number can be automatically generated from
this screen. If you want to use this Document Number for multiple assets, be sure not to mark the
Close Doc Nbr check box. To automatically close the Document Number once all the assets are
transferred, check the Close Doc Nbr check box before processing the save function.

PREREQUISITES

For Activities that use Authorizations, you will need to make sure that an Authorization exists for the
gaining Hand Receipt Holder. Perform an Approved Authorization query to make sure this
authorization exists. If an Authorization does not exist for the gaining Hand Receipt Holder, you will
need to establish one using the steps from Chapter One, Adding Authorizations.

For Activities that require a document number for transfers between hand receipt holder, you can
generate a document number from this process.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
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3. Select HRH Transfer from the program list.

Hand
Receipt
End Item Actions Increase
Component Actions 3 Decrease
Bar CdfSer Mbr Change Lateral Transfer
HRH Pending Turn-In/Transfer TE—
L ransrer
Database/|UIC Transfer Actions kil
Selected Change
MFr Key Change <tock Nbr Ch
Bulk Asset Price Adjustment Sl el
Price Adjustment
Mass Changes ] 57 e ETET
Maji5ub Hand Receipt Holder
Warranty/Sve/LoanLease
SECYBILAAL Inventary
Excess Actions 4
Inventory Actions 4
Interfaces »
Reports »
Inquiries »
Help
STEP 1:
Il
‘ I~ Bulk Asset ‘ a. Bulk Asset: Check this box IF the asset is bulk
managed.
BarCd: | _| b. Bar Cd: If your Activity uses bar codes, enter the bar
_| code of the asset you are transferring. Proceed to
Stock Nbr: I
step f.
Serial Nbr: | _| c. Stock Nbr: If your Activity does not use bar codes,
[ enter the stock number of the asset you are
HRH br: E] transferring.
ok | Clear | Exit | d. Serial Nbr: -If your Activity does not use bar codes,
enter the serial number of the asset you are

transferring.

e. HRH Nbr: If the asset is bulk managed and you only entered the stock number, enter or browse for
the hand receipt holder number. This field is only accessible for bulk managed items.

f. Click OK.
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STEP 2:

a. To HRH Nbr: Enter or browse for the major o pua-
and/or sub hand receipt holder to whom you Bar Cd: uic: HEH Nbr:
are transferring the item. Serial Nor: Authn €1l Nb: ay:

b. Authn Ctl Nbr: Enter or browse for the Stock Nbr: Nomen:
authorization control number for the new hand 7«
receipt holder. You MUST have an HRH Nbr: (- Authn CHl Nbr: ]
authorization for the hand receipt holder to aw: | offics: | Local Use:
which the asset is being transferred. Loc: | | sub-Loa: |

C. Qty: For bulk items only, enter the quantity. Number Assig

d. Office: Enter the office of the hand receipt  Nane W Dac Nbr: =l

I
=]

holder. Clsomatzt Block: l—_l I Close Doe Khr.

" Manual

e. Local Use: Enter any local information
required.

f. Loc: Enter or browse for the new location of
the asset.

g. Sub-Loc: If desired, enter the new sub-location of the asset.

h. Document Number Assignment: If your Activity requires a document number for hand receipt
holder transfers, select Automated for automatic document number assignment or Manual to enter
your own document number. If not required, accept the default None.

i. Doc Nbr: If you selected Automated, enter your DODAAC or UIC (per your Activity’s policy). If you
selected Manual, enter a document number. If you selected None, this field will not be accessible.

j.  Block: For Automated document number assignment only, enter or browse for the blocks of
document numbers. Select the appropriate block.

k. Close Doc Nbr: Check this box if you want DPAS to close the document number after processing.
This field is only accessible for automated document number assignment.

I. Click Save.

Related Dalal Save | Cancel | Exit

The Transaction Processed dialog box is displayed.

m. Click OK.

You are returned to the Key Data screen.

n. Click Exit.
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Practical Exercise: Hand Receipt Holder Transfer

Title: HRH Transfer

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to build a new hand receipt holder and transfer items respectively.

Prerequisites:

References: Reference in the manual Chapter Two, Add a New Hand Receipt Holder and/or Sub and
Transfer an Item from One HRH to Another.

Scenario: The property book is becoming too large for you to handle by yourself. You have gone to
your supervisor time and time again pleading your case. Today he has finally heard your pleads. He has
hired Byron Goodwrench, another property clerk to alleviate some of the stress.

Instructions: Establish a new hand receipt holder number for Byron Goodwrench and then transfer
some of your property over to him.

Given:
Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Transferring An Asset From One UIC To Another UIC (Losing

Organization)
MODULE: Hand Receipt

INTRODUCTION

This process is used to transfer assets from one UIC to another when both UICs are on the same
DPAS database. This process can be broken down into four processes. Two of the steps are
processed by the Losing UIC and two by the Gaining UIC. The Losing UIC builds a Lateral Transfer
Document and Designates the specific assets to be transferred. The Gaining UIC would build a
Lateral Transfer Document to accept the assets and process the actual transfer of the assets.

Whether or not the Document Register is mandatory for your organization, a document number must
be built for this transaction. This document can be built in either the Document Register or the Hand
Receipt Module. Once the Losing UIC designates the assets, a management message is produced to
inform the Gaining UIC that the assets are ready for transfer. Once the Gaining UIC receives the
assets, the Message can be updated to show the transfer is complete.

In the Generate Transfer Document screen, the user has three choices for the type of transfer. Only
two of the choices pertain to transferring an asset in this case. The two choices that pertain to this
transfer are the transfer by specific assets or the transfer by Fund Code/Appropriation Allotment
Serial Number. Most of the transfers will be by specific assets because the Fund Cd/Appn will
transfer all assets under this Fund Code, which is usually more assets than needed.

The Designate Assets screen is used to list all Bar Codes or Stock Number/Serial Numbers that are to
be transferred. Be sure to hit the Add Button for each asset. The assets will remain on the Losing UIC
until the Gaining UIC processes the transfer.

Processing a Lateral Transfer Decrease on the Losing UIC and a Lateral Transfer Increase on the
Gaining UIC can also complete this transfer. This is not recommended because this requires all of the

information to be reentered by the gaining UIC. Using the above process allows the gaining UIC to
receive all of the information previously entered by the Losing UIC.

PREREQUISITES

You will need a Lateral Transfer document number. Refer to Add Miscellaneous Document
Numbers or you can obtain one from this process.
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STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Database/UIC Transfer Actions from the program group.
3. Select Generate Transfer Document from the program list.

Hand
Receipt

End Ttem Actions
Companent Ackions

Bar Cd/Ser Nbr Change

HRH Pending Turn-IniTransfer

ansfer Ackions

Generate Transfer Document

Database LIC Tr

Mfr Key Change

Bulk Asset Price Adjustment

Transfer From Another Database

Designate Assets For Transfer

Mass Changes

Generate Turm-infTransfer Faorm

Majfsub Hand Receipt Holder

Wiarranty/Svciloan)Lease

SKOJBITfAAT Inventary

Excess Actions

Irwentary Actions

Interfaces

Reports
Inquiries

Help

D ber Assig
* Automated
UIC:
_I  Manual —‘
0K I Clear Exit

DsgAssets

EllIncr

EllDecr

Cmpn Ingr

Cmpn Decr.

70y

Cmpn lranst

STEP 1:

a. UIC: Enter or browse for your UIC.

b. Document Number Assignment: If you
want DPAS to generate your document
number, select Automated. If you want to
manually enter your own document number,
select Manual.

c. Click OK.
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STEP 2: o
a. Doc Nbr: If you selected Automated o . e
document number assignment, enter your o _ lg_
DODAAC in this field. (SARSS-O users, see HINT | vic: —.
below).
r omen: j
If you selected Manual document number HRD o=l I
a_ssignment, enter your document number in this g T
field. swokhor [ T “"T'T—l
NEULEAransSIENIMESSdgES
b. Block: If you selected Automated document
number assignment, enter or browse for the e | ‘
block number. gave | Goncel | Ext |

If you selected Manual document number assignment, this field will not be accessible.

-~ HINT!

2

a4~ If your Activity interfaces with SARSS-O Supply System, then your DoDAAC is automatically

displayed in the Document Number field (and can be changed).

Keep in mind that if you are having DPAS generate your document number, it will NOT be generated until
after the transaction is processed.

j.
k.

HRH Nbr: If required by your Activity, enter or browse for the hand receipt holder that is assigned
the asset. This field is not mandatory in this process.

Nomen: From the drop down list, select L/T-L/T by Assets.

RIC: If required by your Activity, enter your Routing Identification Code. This field is not mandatory
in this process.

Stock Nbr: If you want to tie the document number to the stock number, enter the stock number.
This field is not mandatory in this process.

Destn Id: This field is only accessible for lateral transfers. Click the browse button to display the
destination identification codes and select the appropriate code.

Transfer Cd: This field is only accessible for lateral transfers. Click the browse button to display the
transfer codes and select the appropriate code.

Include Transfer Messages: If you want to include any messages on the DD Form 1358-1A, check
this box. Transfer messages are established in the Utilities module and Property Book Officer usually
establishes Turn-In/Transfer messages. The Include Transfer Messages is only available for Lateral
Transfer by Assets and Lateral Transfer Between Databases. See below on the Include Transfer
Messages screen.

Remarks: If required by your Activity, enter a remark.

Click Save.

If you did not include the transfer messages, the Transaction Processed dialog box will be displayed.

Click OK.

You will be returned to the Key Data screen.

m. Click Exit.
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Designating The Assets For A UIC Transfer (Losing Organization)

INTRODUCTION

This process is used to designate the assets to transfer. This is the second step in the process for the
losing organization.

This screen is used to list all Bar Codes or Stock Number/Serial Numbers that are to be transferred.
Click the Add Button for each asset. The assets will remain on the Losing UICs property book until the
Gaining UIC processes the transfer.

You can jump to this process from the Generate Transfer Document Key Data screen once you have

obtained the document number by clicking the Dsg Assets button. This will bring your UIC and
Document Number over so you would not have to look it up.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Database/UIC Transfer Actions from the program group.
3. Select Designate Assets For Transfer from the program list.

-~ HINT!

H'élggi% ; é;g You can also use the Document
o Register>Detail Turn-In/Transfer>
Generate Forms.

End Item Actions 3
Component Actions }
Bar Cdf3er Mbr Change

HRH Pending Turn-In|Transfer

Dakabase,/|ITC Transfer Actions Generate Transfer Document
Mfr Key Change Transfer From Another Database
Bulk Asset Price Adjustment Designate Assets For Transfer
Generate Turn-inf Transfer Form

Mass Changes 3

Majf3ub Hand Receipt Holder

WarrantysvciLoanLease

SKOJBILAAT Inventory

Excess Actions 3
Inwentory Actions }
Interfaces 3
Reparts [
Iniuiries 3
Help
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STEP 1:
7
vie: I ] a. UIC: Enter or browse for your UIC.
Doc Nbr: | _| b. Doc Nbr: Enter or browse for your document
number.
[~ Turn-infTransfer Info Change c. Turn-in/Transfer Info Change: If you already

have items on the Detail table and you want to

— a = change the turn-in or transfer information, check this
[ ok ] 2l X' box. Once this is done and you click OK, the only

d. Click OK.
STEP 2: :_:’.Desif'nte Assets for Transfer =101 x|
=

a. Destn Id: This field is displayed from phevibata urmindivansler inlo o
the Document Register. If you need to e e =
change it, you can do so now. li/ne Actinn: Site 1d To: |

b. Transfer Cd: This field is displayed HRH Nbr: uIc To:
from the Document Register. If you i bl -l
need to change it, you can do so now. Barc [ .| aty: I

c. Site Id To: Enter the site id to which Stock Nbr: | Seriat Nbr: | ]
the items are being transferred. e e N ha

d. UIC To: Enter the UIC to which the E
item is being transferred. This field is
only accessible if the document number
is a lateral transfer. =

e. Transfer Type Cd: Click on the drop T e [T [ T Exit |
down list box to display the valid transfer
type codes.

f. Bar Cd: Enter the bar code of the item you will be turning in or transferring.

g. Stock Nbr: Since your Activity uses bar codes, leave this field blank.

h. Serial Nbr: Since your Activity uses bar codes, leave this field blank.

i. Qty: If the item has a serial number, you do not need to enter anything in this field.

j. Click Add.

fields accessible on the process screen are Destn Id
and Transfer Cd.

~5 HINT!

224~ You can browse for the exact serial number you are designating.

)

You can also multiselect items within the same Stock Number. To do this, enter the stock number
instead of entering the bar code. Then browse for the serial number. All the serial numbers that
are within the selected stock number are displayed and will allow you to select one or multiple.

CH 2
1 October 2004
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The Transaction Processed screen is displayed.

k. Click OK.

If there are more items that you are designating for transfer, repeat steps f through j until you have added
all the items you are turning in or transferring.

If you want to view a list of components for item(s) you have designated, click on the View Cmpn button.

& HINT!
ﬁ% If you designate the wrong asset, you can highlight it and remove it.

After designating the asset/assets you can exit the process.

I.  Once you have all the items added in this window, click Exit to complete this process.

You will be returned to the Key Data screen.
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Generating A Transfer And/Or Turn-In Form
MODULE: Hand Receipt

INTRODUCTION
This section outlines the procedures to generate transfer/turn-in forms in DPAS.

PREREQUISITES
Assets must exist on the Detail Table.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Database/UIC Transfer Actions from the program group.
3. Select Generate Turn-In/Transfer Forms from the program list.

Hand
Receipt
End Item Actions 3
Companent Actions 4
Bar Cd/Ser Mbr Change
HRH Pending Turn-Iny Transfer

DatabasefULC Transfer Ackions Generate Transfer Docurment

MFr Key Change Transfer From Another Database
Bulk Asset Price Adjustment Designate Assets For Transfer
Generate Transfer-Ouk Forms

Mass Changes 3
MajfSub Hand Receipt Holder
Warranty/Sve/LoanLease
SKOJBILIAAL Inventory

Excess Actions 4
ADP Repatting 3
Inventary Actions »
Interfaces 4
Reports 3
Inquiries »
Help

~ & HINT!
Sosd~ Transfer Forms can also be generated using the Document Register module.
/
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2]
—Generate Forms By
&« UIC UIC: I |
 Doc Nbr Doc Nbr: I
" Date Date: I
 Type Print Format
Turn-In Lateral Transfer
AN - .
 Turndn + DD1348 + DD1348
1 Lateral Iransfer  DA2765  DA3161
& DRMD

Info | Submit I Print Rpts

Clear

Exit

STEP 1:

a. Generate Forms By: Select how you
want to generate your forms.

Generate Forms By

UIC Select this for a particular UIC.

Doc Nbr | Select this for a particular document
number.

Date Select this for a particular date.

Type All: All Forms

Turn In: Only turn in forms.
Lateral Transfer: Only transfer
forms.

DRMO: Only DRMO turn-ins.

~ <5 HINT!
%Qgi If you are generating these forms using the Hand Receipt module, and you want to generate the
‘ forms by type, Lateral Transfer will be your only option.

b. UIC: If you are generating the forms by UIC, enter the UIC. Otherwise, this field will not be

accessible.

c. Doc Nbr: If you are generating the forms by Doc Nbr, enter the document number. Otherwise, this

field will not be accessible.

d. Date: If you are generating the forms by Date, enter the date (YYYYMMDD format). Otherwise, this

field will not be accessible.

e. Type: If you are generating the forms by Type, the UIC, Doc Nbr and Date will not be accessible.

Print Format Group Box:

f.  For Turn-Ins, select which form you want printed.

g. For Lateral Transfers, select which form you want printed.

h. Click Submit.

The Transaction Processed dialog box is displayed.

i. Click OK.

CH1
20 July 2004
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STEP 3:

Click Print Rpts.

Generate Forms
~Generate Forms By
= uIc UIC: | _I
" Doc Nbr Doc Nbr: I
' Date Date: I
" Type Print Format
Turn-In Lateral Transfer
18l & DD1348 ~ DD1348
T -In - -
£ ILateral Transfer  DA2765  DA3161
RO
Info | Submit I Print Rpts Clear Exit

“epo L cmorris
STEP 4:
Module: Report Type: Sort Order: Report Status:
a. Select the TURN_IN/LATERAL IDucumenl Register j IAII j IDale.fTime j ICulrent j
TRANSFER FORMS report. Double- ey — 1[I |ode | e ] poges
) X A N N N G JORT TI MECINLIEae Al DFOS261R  WOUCSA  07/16/20.. 15:33:2878 00001
click it or hlghllght and click the ylew Gl DD1345 TURM-IM/LATERAL TRAMSFER ... DPODISIR  WOUCSA  O7/18/20.. 08142972 00002
button.
b. Click View.
< | i
Report(s) available: 2
View I Print Remote Delete | Refresh | Exit |
Below is an example of the DD Form 1348-1:
£ EUREKA:Reporter Yiewer - [FORM1348] =] B3
B File Edit Yiew Tools window Help == =]
SH | Sha ||
KA ea R oemE |
734 000 E.A 00001
|§§ (0N RN A
& W33ESV40201001
D0 00 0 0O 0 00
7025010000568
Ship To:
DFAS-EUROPE
g MARK HILL
100322 DUNHILL RD
LONDON, UNKIN 45345 =
5 | o
Ready Pa:1ofz [ [ mom [ 2
Figure 1 - DD 1348-1
CH1 181

20 July 2004



Generating A Transfer And/Or Turn-In Form

Below is an example of the DA Form 2765:

'
o L E{'.'Il-l I lrn {9 oy
. a ) amw Jap . e b = TR Y e T T T v [TEeE (=
2 | e | e |7} ynsiz @17 ol frdw | W T TEAFHT =) T TEEE [cwnj b T [ 50 ]
LR e W-CIIFRT IR PR
5 -
T =a
L0 '\'.'
o i'-.
- 13 . . T T [
: o e d STk G == —
- mmﬁ—n—m D00 DT | epneak | 2 C L T TLr - m_ MaE L - E
E] L A A T L T—ET T [ |4 T 1 1 [:. T T T 1T + 1 :_|'t-'_" L D R N | &
S | . -
! [
; i i =
1 1 | 1 1 I Y S Y 1 11 1 1 1 -
(= ) T J-[o0e” DoTM - ISCOUHT T [l ] (MO_ T ‘—T
= Ll . £
1 =
lu - [
e T
o
2| red [uwanen . peger | roary |accioe AL A i
an = T o T T 1 EL i ]
t " i LS RIFT S
H Bl TR P
b
El
] | | L1 1 L1 B - r i
3 [ 2= T | SCECH 3 [r3
T 1 : g e il
= 1 | =l ArL HT =L
[ =
F ' a3 M g
! TP ERCTEAT s I g
g CEST N N P I ENU A E P P T |.-a A fw fic i u H
R I o ] s e B T P A 2 e sl A e e
IR AR N L T IR EES E R ETEF ¥ FAT UK HE W ‘#‘BHMBB\IIHHHIHHHHEI! L L i L R LE BT

Figure 2 — DA Form 2765

Below is an example of a DA Form 3161:

=1
R_EQU‘EST FOR ISSUE OR TURN-IN ISSUE SHEET 0. 3. REQUEST Hi. 4. VOUCHER N0
(DA FARS TIL2T) TURN-IN 1 1| WaGE011100000 ¢
1.5ENDTO: 1 5, DATE MATERIAL REQUIRED 6. DODAAC 7.FRIORITY |% ACCOUNTIN
DEAS
P REQUESTFROM:  W46601 FROFERTY 9. END ITEM IDENT T2 HAME / MANUFACTURER 9. MODEL
#C00DF
ESUT TUEEIT 10 FUBLIC ATION
I- Ritial FWT- Fair Wear & Tear EX- Brcess
R- Replacement RS- Report af Swrvey B0- Sheet af Cherges
12 TTEN vHIr SURFLY
No. STI]I:JII{NIJ. TTEM DES CRIFTION ]SSJIJ'E QUANTITY CIJ?E* U'NI}‘I’RICE TOTAL COST
a 3 & £ i
1 TOS0L00Z0010 CFT EA 1 $222 00 F100
Serdt 008
J|
Figure 3 — DA Form 3161
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Reviewing Management Messages (Gaining Organization)
MODULE: Inquiries

INTRODUCTION

There are two ways that you can check to find out if someone has designated an asset(s) to be
transferred to you. You can check the Management Messages or you can perform a Detail Turn-
In/Transfer inquiry from the Document Register.

The first process will be described here, but you can determine which one you will prefer. Keep in
mind that the inquiry will not show any of the Additional Text Messages the Sending UIC added to the
Message, so the Management Messages Process will be the more accurate method.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select Eile from the DPAS Main Menu.
2. Select Management Messages from the program group.

Prirt Reports

Management Messages

Iser Defaults
Change Password
et ) %

Security POCs
Message of the Day
DPa5 Home Page
Exit

F3

¥+ Management Messages Selection Options

b
x

Options

~ Miew

" Report
AN

1 Selective

I~ Accounting
[ Authorization
[~ Catalog

[~ Document Register

™ Hand Receipt

I” Hand Receipt Holder
™ Maint & Util

™ Security

STEP 1:

a. Options: Select the appropriate option.

oK | Clear |

Exit |

View Allows you to view messages for the
module(s) you select.
Report
All Generates a report of all the
management messages.
Selective Select the specific module(s) you wish
to generate a report.

b. Module: Select the module(s) you want to view/report. If you select Report All, all modules will be
automatically checked.
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c. Click OK.
STEP 2:
:
ﬂ
e You can now review any of the
management messages that were sent This transaction for prog 20026912 DPTT1861 cstebbi
; ki This transaction for prog 208026912 DPTT1181 cstebbi
to your .UIC either by dOUt:Jle ?IICk_mg the This transaction for prog 208026912 DPIT1381 cstebbi
appropriate message or highlighting the  |mis transaction for prog 26620917 DPONO7G1 cstebbi
message and clicking View. This transaction for prog 20020917 DPYN1481 cstebbi
This transaction for prog 20026925 DPTTE381 mgriffi
This transaction for prog 280268925 DPTTO3B1 mgriffi
This transaction for prog 2680208925 DPTTO4BT mgriffi
This transaction for prog 20620925 DPTTO481 mgriffi
Assets are available for  THIS IS AN EXAHPLE 0 28028930 DP9B2861 mgriffi
[

View | Delete | Deleteglll Cancel |

Now that you know what the asset(s) is that is being transferred to you, you will need to obtain a Lateral
Transfer document number.
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Detail Turn-In/Transfer Inquiry (Gaining Organization)

MODULE: Inquiries

INTRODUCTION

There are two ways that you can check to find out if someone has designated an asset(s) to be

transferred to you. You can check the Management Messages or you can perform a Detail Turn-

In/Transfer inquiry from the Document Register.

The second process will be described here, but you can determine which one you will prefer. Keep in
mind that this inquiry will not show any of the Additional Text Messages the Sending UIC added to the

Message, so the Management Messages Process will be the more accurate method.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Inquiries from the program group.

3. Select Detail Turn-In/Transfer from the program list.

Hand
Heceipt

End Item Actions »
Component Ackions

Biar Caf%er Nor Change

HRH Pending Turn-Iny Transfer
Datahase/UIC Transfer Actions
ifr Key Change

Bulk Asset Price Adjustment

-

Mass Changes b

Maj/Sub Hand Receipt Holder

Warranky/Svc/Loan/Lease

End Item Serial

End Item Bulk

Component SerialBulk

Bulk Ttem Average Cost
MajfSub Hand Receipt Holder
Manage Invenktories

Pending Database Transfers
HRH Pending Turn-In/Transfer

Wattanty /S Loan/Lease

KB AAT
SKOIBIL/AAT Inventory IoL)
— Detail Turn-In TransFer
fsset Redistributi
Irrventory Actions 4 lsse e IS,H,UIDH
Disposal Activity
Interfaces b Disposal Designee Cd
fisset Redistribution History
Reparts 4
Help
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I L]
Detail Turn-In/Transfer Selection Criteria S E PS | ]

Appn Alot Serial Nbr
Bar Cd

a. Selection Fields: Double click on the UIC
To field to bring over to the right.

b. UIC To: Enter your UIC. When someone is
transferring an asset to you, your UIC will
appear in this field.

c. Click OK.

Destn Id

Doc Nbr

Fund Cd

HRH Major Nbr
HRH Sub Nbr
Level

Qty

Serial Nbr

Site Id To

Stock Nbr
Transfer Type Cd
Transfer Cd

uic
UIC To

This is an example of what your query screen may look like.

This query will detail the UIC that the asset is coming from, stock nhumber, serial number, bar code, and the
losing UIC's document number (which you will need when you pick the asset up).

*% Detail Turn-In/ Transfer Inquiry

|
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Transfer In An Asset (Gaining Organization)
MODULE: Hand Receipt

INTRODUCTION

This process is used to receive assets that are being transferred to your UIC from another UIC, on the
same DPAS database, and that have been designated for transfer using the Designate Assets for
Transfer process under the Losing UIC.

The Gaining UIC can view the Management Messages to receive the information on the assets that
are being transferred.

If the Document Register is being used, a Lateral Transfer Document must be built prior to processing
the transfer. Under the Document Register Module this would be a Miscellaneous Action and the
Nomen would be a Lateral Transfer by Assets.

If using the Authorization Module, ensure an Authorization is built for the Hand Receipt Holder(s) that
will receive the assets. There is no Authorization Jump Button on the Lateral Transfer Screen so this
will need to be done before entering the screen to process the transfer.

The Gaining UIC will enter the Document Number of the Losing UIC. This can be viewed on the
Management Message or the paperwork for the transfer. Most of the data fields will then be filled
from the Losing UIC information. Review all of the data and change any fields that are necessary. If
the asset is a Capital Asset, the user will be prompted to enter the Office, Task Code and Job Order
Number that the Depreciation Expense will be charged against in the Financial System.

Once the transaction is processed, the asset will be removed from the Losing UIC. A Financial, UIT/
CBS-X, and/or DoDSASP transaction will be produced, if necessary.

PREREQUISITES

Review either the Management Messages or perform a Detail Turn-In/Transfer inquiry.

For Activities that use Authorizations, you will need to make sure that an Authorization exists for the
gaining Hand Receipt Holder. This can be done doing an Approved Authorization query. If an
Authorization does not exist for the gaining Hand Receipt Holder, you will need to establish one using
the steps from Chapter One, Adding Authorizations.

If your Activity uses the Document Register, you will need to obtain a Lateral Transfer By Assets

document number. Refer to Add Miscellaneous Document Numbers for more information on this
process.
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STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Lateral Transfer from the program list.

Hand
Receipt

End Item Actions Increase
Camponent Actions 4 Decrease
Biar Cd'5er Nor Change Lateral Transfer
HRH Pending Turn-InyTransfer

HRH Transfer
Database/UIC Transfer Actions #

Selected Change
MFr Key Change

Stock Nbr Change

Bulk Asset Price Adjustment

Price Adjustment

Mass Changes b

Maijf3ub Hand Receipt Holder

‘Warranty 3vc/Loan/Lease

SKOJBII/AAL Invenkory

Excess Actions 4

Invenkory Actions »

Interfaces 4

Reports 4

Inquiries 4

Help

= STEP 1:
2]
From
Barcd: | = I Bulk Asset From Group Box:
Stock Nbr: I _I ~To————————————————— B Cd If A t . b d t
. r Cd: r Activi r nter or
erat o | il vel =l a a your Activity uses bar codes, enter o
browse for the bar code of the asset. Proceed to
HRH Nbr: l— l_ _I
step d.

o | ceaw |  Est | b. Stock Nbr: If your Activity does not use bar
codes, enter or browse for the stock number of the
asset.

c. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the
asset.

d. Bulk Asset: Check this box if the asset is bulk managed.

e. HRH Nbr: This field is only accessible if the asset is bulk managed. It is mandatory only if you
entered the stock number.

To Group Box:

f. UIC: Enter or browse for the UIC the asset is being assigned.
g. Click OK.
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STEP 2:

— —

Tos37TrxF

Doc Nbr: Enter or browse for the losing
UIC's document number.

Doc Nbr To: Enter or browse for your
document number.

Transfer Type Cd: Select the
appropriate transfer type code.

HRH Nbr: Enter or browse for the hand
receipt holder for which the asset is
being assigned.

Qty: For bulk managed assets, enter
the number of items being transferred.
Authn Ctl Nbr: If your Activity requires
Authorizations, enter or browse for the
authorization for the asset.

Loc: Enter or browse for the location of
the item.

= 2
P B
Bar Cd: uic:
Serial Nbr: UiC TO:
Stock Nbr: Nomen:
Doc Nbr: _I Doc Nbr To: I _I
‘ Transfer Type Cd: I j ‘
HAH Nbr: I I _I Fund Cd/Appn: I I _I
Qty: I Exp Cd: :I'
Authn Ctl Nbr: I _I Office: I
Loc: I _I Task Cd: I
Sub Loc: I Job Order Nbr; I
Site Cd: I J Local Use: I
BRelated Data Save | Cancel | Exit |

Sub Loc: If desired, enter the sub location of the asset.
Site Cd: If desired, enter or browse for the site code.
Fund Cd/Appn: Enter or browse for the appropriate fund code and/or appropriation allotment serial

number.

Exp Cd: Select the appropriate expense code.
Office: Enter the office/code where the asset is assigned.

. Task Cd: For capital assets, enter the task code given to you by your Finance Office.

Job Order Nbr: For capital assets, enter the job order number given to you by your Finance Office.

Local Use: This is a “free” field.
Click Save.

The Transaction Processed dialog box will be displayed.

qg.

Click OK.

You will be returned to the Key Data screen.

r

Click Exit.

If the item is Capital, the following dialog box is displayed:

Depreciation Expense Data

Deprn Office: ||

Deprn Task Cd: I

Deprn Job Order Nbr: I

Continue I

Cancel |

a. Deprn Office: Enter the office where depreciation
expenses are being charged.

b. Deprn Task Cd: Enter the task code where
depreciation expenses are being charged.

c. Deprn Job Order Nbr: Enter the job order number
where depreciation expenses are being charged.

d. Click Continue.
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Once you have transferred the asset, DPAS will allow the gaining organization to generate a message to
send back to the losing organization.

' 2| ¢ Ifyoucheck Modify Mgt Msg, DPAS will allow you to
Transaction Processed. add your own text to the user message text field.
~Additional Actions
7 Brint Ban Cd LLabel
I Activate Capital Asset e If you click LL then DPAS will produce a
jrate Laplial Asse generic management message and then return you
I" Modify Mgt Msg back to the Lateral Transfer Key Data screen.
" Print HRH Document For:
CIlis Trancaction e Click B8t | o exit from this process.
€ Al Transactions forthis Doc Nbr:
05 Include Subs
1 o

STEP 3:
USER MANAGEMENT MESSAGE:

If you checked Modify Mgt Msg, the following screen is displayed:

¢ Click OK.

Manageme

4 I Ll;l

oK I Cancel
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o

UIC: AMCODO1 Mod Cd:  RCT 2]
Mgt Msg:
Assets are available for transfer within your database From UIC =
AHMCBB1, Doc Hbr AHMCOB1167280681, To UIC AMCOHOY4

I-]
User Msg Text:
[ Bl

Save Clear Cancel

STEP 4:

a. User Msg Text: Enter you own message.
b. Click Save.

The Transaction Processed dialog box will be
displayed.

c. Click OK.
You will be returned to the Key Data screen.

d. Click Exit.
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Practical Exercise: UIC to UIC Transfer

Title: Transfer Between Two UICs

Objectives: At the completion of this case study the student should demonstrate a capacity to perform
a lateral transfer action between two UICs on the same database.

Prerequisites: If the gaining UIC does not have security access to the losing agency’s UIC, then the
losing agency will need to designate the item for pick-up using the designate assets for transfer process.

References: Reference in the manual Chapter Two, Transfer an End Item from My UIC to Another UIC
on the Same Database.

Scenario: The commander has finally gotten around to reading his overage/shortage report. What he
has discovered is that your property book has an overage of one piece of property; he also discovered that
another property book on the same database has a shortage of one piece of property. This must be
rectified before the next inventory.

Instructions: Make the appropriate entries in DPAS to perform a transfer to another property book
and generate a transfer document.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Transferring Assets To Another Database (Losing Organization)
MODULE: Hand Receipt

INTRODUCTION

This process is used to designate one or more assets for transfer to another DPAS connected activity,
which is NOT in the same DPAS database (SITE ID) as the losing activity.

In order to use this process, both the LOSING and GAINING UICs must be using DPAS for property
accountability.

This process is NOT used to transfer assets to another Hand Receipt Holder in the same UIC, or to
transfer assets to another UIC in the same DPAS database as the losing activity.

PREREQUISITES

A Transfer document is required for this process even if your activity does NOT use the DPAS
Document Register module. The document number will be used to identify the specific set of assets
being transferred. Refer to Add Miscellaneous Document Numbers for more information on this
process.

The next part of this process will allow you to designate one or more assets to be transferred to the
gaining activity.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Database/UIC Transfer Actions from the program group.
3. Select Generate Transfer Document from the program list.

Hand
Receipt
End Item Actions +
Component Actions 3
Bar CdfSer Nbr Change
HRH Pending Turn-InTransfer

DatabasefUIC Transfer Actions Generate Transfer Document

MFr key Change Transfer From Another Database
Bulk Asset Price Adjustment Designate Assets For Transfer
Generate Turn-infTransfer Form

Mass Changes

Majisub Hand Receipt Holder

Warranty fSvcfLoan/Lease

SKOfBILYAAT Inventory

Excess Actions 4
Irwventory Actions 3
Interfaces +
Reparts 3
Inquiries 3
Help
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o STEP 1:
Document Number Assignment Doy aosis
. ' Automated
o = © Manual W Ellbor a. UIC: Enter or browse for your UIC.
C::;”;’m b. Document Number Assignment: If you want
———— DPAS to generate your document number, select
T Automated. If you want to manually enter
ok | ciear Exit Cpn Trans your own document number, select Manual.
c. Click OK.
STEP 2:
b cene =l ﬂ
a. Doc Nbr: If you selected Automated Sl '
document number assignment, enter your _
DODAAC in this field. (SARSS-O users, see ey Data . Hegister
HINT below). : poc or: |
) o Block: I__I
If you selected Manual document number B
assignment, enter your document number in et or: | L=l omens |
this field. RIC: . Destn Id: [
ranster M
b. Block: If you selected Automated document | Stacknbr = ,T-.'.dCde M;!ges
number assignment, enter or browse for the
b|0Ck number. Remarks: I ‘
Save Cancel Exit |

If you selected Manual document number
assignment, this field will not be accessible.

-~ HINT!

;ﬁ%ﬁ If your Activity interfaces with SARSS-O Supply System, then your DoDAAC is automatically
displayed in the Document Number field (and can be changed).

ol

Keep in mind that if you are having DPAS generate your document number; it will NOT be
generated until affer the transaction is processed.

HRH Nbr: If required by your Activity, enter or browse for the hand receipt holder that is assigned
the asset. This field is not mandatory in this process.

Nomen: From the drop down list, select the appropriate action to transfer the asset.

RIC: If required by your Activity, enter your Routing Identification Code. This field is not mandatory
in this process.

Stock Nbr: If you want to tie the document number to the stock number, enter the stock number.
This field is not mandatory in this process.

Destn Id: This field is only accessible for lateral transfers. Click the browse button to display the
destination identification codes and select the appropriate code.

Transfer Cd: This field is only accessible for lateral transfers. Click the browse button to display the
transfer codes and select the appropriate code.

Include Transfer Messages: If you want to include any messages on the DD Form 1358-1A, check
this box. Transfer messages are established in the Utilities module and Property Book Officer usually
establishes Turn-In/Transfer messages. The Include Transfer Messages is only available for Lateral
Transfer by Assets and Lateral Transfer Between Databases. See below on the Include Transfer
Messages screen.

Remarks: If required by your Activity, enter a remark.

Click Save.
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Transferring Assets To Another Database (Losing Organization)

If you did not include the transfer messages, the Transaction Processed dialog box will be displayed.
I. Click OK.
You will be returned to the Key Data screen.

m. Click Exit.
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Accepting A Transfer From Another Database (Gaining

Organization)
MODULE: Hand Receipt

INTRODUCTION

Use this process to accept assets that have been transferred to your activity from another activity
when the losing activity is NOT in the same DPAS database (SITE-ID).

Assets are available for acceptance approximately 24 hours after the transfer has been initiated by
the losing Activity.

DPAS will generate a report of assets pending transfer during the nightly batch cycle.

This report can be viewed or printed by clicking on the word FILE in the DPAS Menu bar, and selecting
PRINT REPORTS. The report will be titled Database Transfer Status Report. Assets waiting to be
accepted will be listed on part one of the report.

PREREQUISITES

None

o NOTE:
\O > For each asset being transferred in, this process will:
N
¢ Place each asset on the hand receipt if a catalog record for the asset already exists on the
gaining activity’s database. Otherwise, the catalog record must be built.

e Transfer any ACCUMULATED depreciation from the losing activity to the PRIOR depreciation
table for the gaining activity.

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Database/UIC Transfer Actions from the program group.
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3. Select Transfer From Another Database from the program list.

Hand
Receipt
End Iten Actions k
Caomponent Actions 4
Bat CdiSer hbr Change
HRH Pending Turn-In) Transfer

Database/UIC Transfer Actions Generate Transfer Document

MFr Kew Change Transfer From Another Database

Bulk &Asset Price Adjustment Designate Assets For Transfer
Generate Turn-in TransFer Farm

Mass Changes 3

Maj/5sub Hand Receipt Holder

arrantyaveiLoan/Lease

SKOVBILAAL Invenkory

Excess Ackions 4

Invenkory Actions L4

Inkerfaces ]

Reports b

Inquiries L4

Help

= STEP 1:
|
o1 e || From Group Box:
o — e l—;l a. Site Id: Enter the Site Id (database) from
Doc Nbr: Doc Nbr: _I
: : which the asset(s) is being transferred.

ok | _ cear | Exit | b. UIC: Enter the sending Activity’s UIC.
¢. Doc Nbr: Enter sending Activity’s document
number.

To Group Box:

d. UIC: Enter or browse for the UIC for which the asset(s) is being assigned.
e. Doc Nbr: Enter or browse for your document number.
f.  Click OK.

\\*”"’“\ NOTE:
" > The above information will be found on the Database Transfer Status report, in Part 1, Assets
N Pending Transfer In.
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STEP 2:

a. To accept an asset, highlight the asset you wish

[vansfer rrom Another Database = ]
~From To
Site Id: CLASS10 Site Id: CLASS2

to transfer in. You do not have to accept all the

items.
b. Click OK.
ransfer From Another Database x|
' 2l
@ End ltem I Bulk Asset Catalog

" Component

‘UIC:I .| DocNbe | [ ‘
Bar Cd: Prefix ... | I

[ Auto Assign

T CostEmbeddea | _Mir Part |

Stock Nbr: | ]
Serial Nbr: |
~Higher A blag
Barca: | -]
Stock Nbr: | |
Serial Nbr: | |

uIc: WoU2AA uIc: WOUBAA
Doc Nbr: W37HET40301001

Doc Nbr: W33BSV40301002

tmpn Stock

EI1 Stock Hbr EI Serial HNbr

109-TR-001 TRK CGOD 1/2T 6080
111 CHPT ST DG OL-586/T¥Q

2320010907891
7818814126701

Related Data | oKk |

STEP 3:

Select if the item is an End Item or a Component.
Bulk Asset: Check this box if the asset bulk
managed.

Cost Embedded: For component items, check this
box if the cost of the component is embedded into the
cost of the end item.

UIC: This field is displayed.

Doc Nbr: This field is displayed.

Bar Cd: If your Activity bar codes assets, enter a bar
code for the item. If not, leave this field blank.

- D

Prefix...: If your Activity bar codes assets, you
can establish prefixes to use to have DPAS
automatically assign your bar codes. Prefixes are
established in the Utilities module. If you clicked
on the Prefix button, the Auto Assign check box is
automatically checked. You cannot let DPAS auto
assign your bar codes without a prefix being
established.

g. Stock Nbr: You can accept the stock number that was assigned by the losing Activity, or you can
enter or browse for the stock number you wish to assign to the item.
h. Serial Nbr: This field is displayed, but can be changed, if necessary.

If the item is NOT a component, proceed to Step 4.
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Higher Assemblage Group Box:

i. Bar Cd: If your Activity uses bar codes, enter the bar code of the higher assemblage.
j.  Stock Nbr: Enter the stock number of the higher assemblage.

k. Serial Nbr: Enter the serial number of the higher assemblage.

I. Click OK.

\\)OP\ NOTE:
\ > The Bar Code, Stock Number and Serial Number are displayed from the Excess database.
\\/ Once the asset(s) is picked up by the gaining database and the nightly batch process is
performed, the asset(s) is automatically dropped from the Excess database as well as the
losing database. If the asset(s) is not picked up by the gaining database, the asset(s) will
remain on the Excess database as well as your own database for thirty days; at which point,

the asset(s) will be dropped from the Excess database.

On this screen you may elect to change the bar code assigned to the asset, or keep the bar code that was
assigned to the asset by the losing activity.

You will now be able to complete the transfer action.

If no catalog record exists in the gaining database for the asset, DPAS will return the following message:

Catalog

e If you want to catalog the asset, click Yes.

This ltem is not Cataloged. If you click No, the process will be terminated, and you will not

D . . be able to complete the transfer!

0 you wish to Catalog it now?

You will be able to return to the process and complete the
Yes ] No transfer action only after the asset(s) have been added to the

DPAS catalog.

STEP 4: **: Transfer From nno‘her Database =1olx|
i =
a. HRH Nbr: Enter or browse for the hand | keypata
receipt holder that will be responsible for | Barcd: vic:
the asset_ Serial Nbr: Doc Nbr:
b. Qty: For bulk managed items, enter the | SteckNbr: Mermane
quantity you are transferring in. This : —— .
field defaults to 1 for serially managed R =
items. Fund Cd{Appn: I_I _I Mir Y'r: I
c. Fund Cd: Enter or browse for the fund | Authn S hee L M Key: | L
code and/or appropriation allotment . | omice: I
serlal number‘ Cptl Cd: I j Task Cd:
d. MfrYr: This field is displayed and ExpCd: | Bl Jobordernwe |
cannot be changed. LofLe Cd: | =
e. Authn Ctl Nbr: Enter or browse for the Page 1012 Related Datal NetPage || Sawve | Concol | Ext |

authorization control number.

f. Mfr Key: Enter or browse for the
manufacturer’s key. This is only mandatory for IT assets.

g. Asset Cd: Select the appropriate asset code. The default is K-Equipment.
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—.

3~

Cptl Cd: If there is an exception to capitalization, you can change it from the default of N/A. But
normally, this code will not need to be changed.

Exp Cd: Select if the depreciation for the item is funded or not funded. The default is 1 - Funded.
Lo/Le Cd: If the item is in on loan or leased, select the appropriate code. The default is N/A -
Government Owned.

Office: Enter the Office. Policy varies by Agency.

Task Cd: Enter the task code of the item. This field is MANDATORY for capital assets.

. Job Order Nbr: Enter the Job Order number that is assigned by your Finance office. This field is

MANDATORY for capital assets.

n. Click Next Page.
STEP 5:
a. Loc: Enter or browse for the physical
9 il B T ll . L[]
- “'h location of the item. This field is

MANDATORY. These fields are

Sub Loc: | Asset Sts Cd:[ -In Use =

Local Use:l Req Kit Qty: |

Remarks: |

I | established in the Utilities module.
b. Sub Loc: Enter a sub location of the
asset, if desired.
c. Asset Sts Cd: Enter the status of ths

Aot File Name . item. Valid codes are: Inbound,
et e ome .| / Layaway, Not In Use, Outbound and
the default is In Use.
LotNbr: | Sys Id: [ L .
d. Local Use: This is a “free” field.
= IpENor: | e. Req Kit Qty: Enter the number
steca: [ | Exproc | = required for the kit, if desired.
f. Remarks: Enter any remarks required.
Page 2 of 2 Related Data| Prev. Page | Save | Cancel | Exit | g- Ref File Name---: C“Ck th's button |f

n.

you want to attach any reference files to
the item (i.e., Word documents, pictures,
videos, etc.).

Lot Nbr: For bulk items, enter the lot number assigned.

Sys Id: Enter the user-defined system identification number, if used.

PBIC: Enter or browse for the property book identification code. These codes are established in the
Utilities module.

IPE Nbr: Enter the Industrial Plant Equipment number, if used.

Site Cd: Enter or browse for the asset’s storage location. These codes are established in the
Utilities module.

Expr Dt: Enter the expiration date for time when asset is no longer considered usable for its intended
purpose, or when the authority to operate the asset ends.

Click Save.

The Transaction Processed dialog box will be displayed.

o. Click OK.

You will be returned to the Key Data screen.

p. Click Exit.
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Reversing An Increase Action
MODULE: Hand Receipt

INTRODUCTION

When an asset is added to the Property Book in error, a Reversal Transaction is used to remove it.
Since this is a Decrease action, the End Item Actions > Decrease will be used with a Type Action
Code of a Reversal.

If the Document Register is being used, this transaction does not require a new Document Number.
Use the Document Number from the original increase transaction in the decrease process. This will
tie the action to the Document Number and show that an error was made and corrected with the
Reversal.

Once the transaction is processed, a Financial, Supply, UIT/CBS-X, and/or DoDSASP transaction will
be produced, if necessary.

v NOTE:

N
\*\O > You cannot use this process to reverse a reversal action.
PREREQUISITES

The record must exist on the history table as being received prior to performing this process.

You will also need the document number from the History Table for the item.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.

CH?2 201
1 October 2004
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3. Select Decrease from the program list.

Hand
Receipt
End Item Actions Increase
Component Ackions Decrease
Bar Cdfser Mbr Change Lateral Transfer
HRH Pending Turn-In) Transfer HRH Trast
Database/UIC Transfer Actions  # ranster
Selected Change
MFr Kew Change <tock Nbr Ch
Bulk Asset Price Adjustment AT =T
Mass Changes N Price Adjustment
MajfSub Hand Receipt Holder
Warranty/Svec/Loan/Lease
SKOYBILAAL Inventary
Excess Actions [
Inventory Actions ]
Interfaces 3
Reports 3
Inguiries 4
Help
STEP 1:
| ]
Key Data a. Type Action: Select Reversal.
4l p. Bulk Asset: If the item is bulk, check
[ivpsiaction this box
 Turn-InfDisposal I~ Bulk Asset ' ..
~ Tranefer Out c. Bar Cd: If your Activity uses bar codes,
ransrer Uu
. _ enter or browse for the bar code of the
S AL | [ item. Proceed to step g.
@ vl | o d. Stock Nbr: If your Activity does not
¢ Ammunition Stock Nbr: use bar codes, enter or browse for the
 Report of Survey Serial Nbr:| ] stock number for the item for which you
C Statement of Charges | | yoypee [ l__l are _Changlng the bar CO§Ie..
© Sales o e. Serial Nbr: If your Activity does not
 Mass Transier out || O C use bar codes, enter or browse fqr the
VI Doc Nbr: | [ serial number for the item for which you
are changing the bar code.
ok | clear | Ext | f.  HRH Nbr: If you entered only the stock
number for a bulk item, you will need to
enter or browse for the hand receipt
holder number.
g. Click OK.
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STEP 2:

d.

e.

Doc Nbr: Enter the document nhumber
that you used to add the asset to the
property book.

Qty: For bulk items, enter the quantity
that you want to reverse.

Eff Dt: This date is displayed with the
date the hand receipt holder signed for
the item. It can be changed, if
necessary.

Remarks: Enter any remarks as
required by your Activity.

Click Save.

The Transaction Processed dialog box will be
displayed.

f.

Click OK.

You will be returned to the Key Data screen.

g. Click Exit.

CH 2
1 October 2004

9 End Item Decrease i oy ] 3
&P T : .

Bar Cd: uic:

Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Type Action:

Doc Nbr: I‘ Qty: Qty on Hand:

Efpt | @ Acq Cost: |

Receiving DODAAC: I Transfer Type Cd: I j

[~ Write Off Selling Price: |

Remarks:

Related Data Save Cancel Exit
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Reversing A Decrease Action
MODULE: Hand Receipt

INTRODUCTION
This process is used to reverse an item that may have been erroneously decreased off of the property

book. Use the original document number from the decrease action in the increase process to correct
the error.

w‘)"“\ NOTE:

\ > You cannot use this process to reverse a reversal action.
\

PREREQUISITES

The record must exist on the history table as being decreased prior to performing this process.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Increase from the program list.

Hand
Receipt
End Item Actions Increase
Component Actions by Decrease
Bar Cd/Ser Nbr Change Lateral Transfer

HRH Pending Turn-In/Transfer

HRH Transfer
Database/UIC Transfer Actions  *

Selected Change
Mfr Key Change

Stock Mbr Change

Bulk Asset Price Adjustment

Price &djustment

Mass Changes }
Majfsub Hand Receipt Holder
Warranty/Svc/LoanfLease
SKOYBIIfAAT Inventory
Excess Actions 4
Inventary Actions 4
Interfaces »
Reports b
Inguiries 4
Help
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STEP 1:
: _éll a. Type Action: Select Reversal.
[ Type Action Cripniner b. Bulk Asset: If the item you are
© New Procurement  © Admn Adj Rpt [AAR) Depr Chg reversing is bulk managed, check this
" Transfer In  Ammunition Maint Act box.
& Reversal SKO/BIIARI ¢. UIC: Enter or browse for your UIC.
Warranty d. Doc Nbr: Enter the document number
- Bulk Asset Req for Issue that was used when the item was
MisCAC removed from the property book.

e. Bar Cd: If your Activity uses bar codes,
vie: | : el poc b _ = enter the bar code of the item. If you
BarCd:  Prefix...| | W it (A are having DPAS automatically assign
Stock Nbr: | [ bar codes for you and you have a prefix
Serial Nbr: | I Multiple Entries already assigned, click on the Prefix...

button and select the appropriate prefix.
0K Clear | Exit

If your Activity does not bar code,
proceed to step h.

f. Stock Nbr: Enter the stock number of the asset.

g. Serial Nbr: Enter the serial number of the asset.

h. Click OK.

STEP 2:

a. The only fields that will be accessible on [ keyData

this page are the Authn Ctrl Nbr (if S o

your Activity uses Authorizations), Acq . Nomen:

Dt, and Mfr Serial Nbr. If you need to | type Action: Due In Oty:

change any of the displayed fields, you [\ I | Acqcost] =

can do that at this time. Fundcampen: [T || wive [ O
b. Click Next Page' Authn CH MNbr: |—_| e T [ B

Mir Serial Nbr: |

Qty: I

Asset Cd: | j Office: l—

cp cd: | 1| Task ca: [

Exp Cd: | =l |lsobordernee: [

LofLe Cd: | =l enpones [

Page 1 of 2 Related Data| NextPage | Save | Cancel | Exit |
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Loc: | _I
Sub Loc: I itz Gk I ;IPE"C: I__I
Lot Nbr: I Expr Dt: E
Cond cd: | ~lasset sts ool =
Transfer Type Cd: I | Sending DODAAC: I
IPE Nbr: Sys Id: Local Use:
Remarks: I
Ref File Name ... || Vi
ADP Sys Id: Monthly
ADP Owner Cd: | B |
Acq Cd: |
Maint Type Cd: j Rental Cost: I
Page 2 of 2 Related Data| Prev. Page | Save | Cancel | Exit |
CH 2

1 October 2004

STEP 3:

a. The only field that will be accessible on
this page is the Condition Cd.
b. Click Save.

The Transaction Processed dialog box will be
displayed.

c. Click OK.

You will be returned to the Key Data screen.

d. Click Exit.
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Practical Exercise: Reversal Action

Title: Reversal Action

Objectives: Atthe completion of this case study the student should demonstrate a capacity to perform
the necessary actions to reverse actions on the property book

Prerequisites: A history record must be on DPAS prior to performing a reversal
References: Reference in the manual Chapter Two, Reverse an Increase Action.

Scenario: You have just taken over as the hand receipt holder for a person processing out. After
printing the hand receipt, you realize that one too many STU III phones got posted to the property book.

Instructions: Perform a reversal action to take the extra phone off of your hand receipt.
Given:
Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Changing, Canceling, Or Closing Out A Document Number
MODULE: Document Register

INTRODUCTION

This section outlines the procedures for changing, canceling, or closing out a document number.
PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.
3. Select Change/Cancellation/Close-Out from the program list.

Document
Hegister
Supply Requests 3 |
Update Actions ChangeCancellation|Close-out
; Status (Manual)
Detal Turn-InjTransfer #
rterf , Annual Cmpltd Reg & Hist Del
fefates Cmpltd Actions Hist Del
»
Reports AMCISS Back Order Reln
Inquiries 3
Help
STEP 1:
Jid |
o —— a. UIC: Enter or browse for your UIC.
b. Doc Nbr: Enter or browse for the document number.
Doc Nbr: I _I .
c. Click OK.
oKk | Clear | Exit |
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d. Type Action: Select the appropriate action you want to take.

Type Action Codes

Cancel

Close

You can change any of
the displayed fields.

DPAS will display the current

date in the Cmpltn Dt field.

You MUST enter a remark for
this process.

You will be required to enter
the Cmpltn Dt. The only
field that can be changed is
the Nomen field. The other
fields on the screen will not
be accessible.

You will be able to remove the
Cmpltn Dt and the Last Tran
Dt.

STEP 2: _'f,??l:hange,.-"l:ancellatiun,-‘tlse—uut
a. Depending on the type action you [y Dk e (D -

. uic: * Change Close
selected, change the appropriate — { r Concel € Heopen Record
field(s), cancel the document number, or —— . |

tocl r: I omen:

] gose 0LI|;c.thEe Socument nkumber. N e )

. Clc_aTar : Enter a remark. LastTranDe [ 55 oy —
C. IC §ave' Rept Oty: I Due In Qty: I Rovd Qty:
. . . Local Use: I Authn Ctl Nbr: I _I
The Transaction Processed dialog box will be | . — P
dlsplayed' Office: Task Cd: I
. Site Cd: I—_I Job Order Nhl:l

d. Click OK. CondCd: | =l
Remarks: |

You will be returned to the Key Data screen. Related Data|  Save | Cancel Exit |

e. Click Exit.
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Practical Exercise: Changing, Canceling, or Closing a Document
Number

Title: Changing, Canceling, or Closing a Document Number

Objectives: At the completion of this exercise the student should demonstrate a capacity to change,
cancel or close out a document number.

Prerequisites:

References: Reference in the manual Chapter Two

Scenario: One of the Document Numbers you created in Chapter One needs to be updated. If you
used all of your document numbers, then close one of those documents. However, if all the document

numbers were not used, cancel one of those document numbers.

Instructions: Use the knowledge that you have gained from Chapter Two to cancel a document
number.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Manually Update Status
MODULE: Document Register

INTRODUCTION
This section outlines the procedures for manually updating the status of a supply request. An
example of why you would manually post status is if you purchased an item from a local vendor and
they sent you status on your order. You may also get off-line status from your SSA which you will
need to post manually.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.
3. Select Status (Manual) from the program list.
=]
Document
Register
Supply Requests 3 |
Update Actions Change/Cancellation|Close-out
; Skatus (Manual)
Detail Turn-In/Transfer »
Irterf N Annual Cmplkd Req & Hist Del
eraces Crpled Ackions Hist Del
Reports ¥ AMCISS Back Order Rekn
Inguiries [
Help
STEP 1:
&
uic: | [=] a. UIC: Enter or browse for your UIC.
Doc Nbr: | [ b. Doc Nbr: Enter or browse for the document number for
which you are posting status.
ok | cear || & || ¢ Click OK.
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ST

Qe

oD Oos3 AT

w4 cupply Status Update M= 3

EP 2:
el :

DIC: Select the appropriate Document ey D

Identification Code. Refer to the uic: Poc Nbr

References chapter for definitions of Stock Nor: Homen:

the applicable codes. pic: | H swca | =

Sts Cd: Select the appropriate status Suffix Cd: | | fcq Cost: |

code. Refer to the References chapter stockmo:| | Espeoogeoopi |

for definitions of the applicable codes. RiCFrom: [ Error Expin Cd: | r

_Sui_’flx Cd: If _thls is a partial shipment, W e B

indicate here (if applicable). e snipmented: | -

Acq Cost: If the Acquisition Cost is i PREmEE

different than what is displayed, enter splyDocNer | CgPONBE |

the correct amount. Buy Cd: I o lecatuse [

Stock Nbr: If applicable, enter the e @ Related Data| NextPage | Save | Cancel |  Exit |

stock number.
ESD/EDD: If available, enter the estimated shipping date or estimated delivery date (Julian day).
RIC From: If applicable, enter the FROM Routing Identification Code.

Error ExplIn Cd: If the DIC was for Supply Status, select the applicable Error Explanation Code. This
field is only accessible for SARSS-O users. Refer to References for appropriate codes.

UI: This field is displayed.

Qty: If you received a partial shipment, enter the quantity received.

Trnsp Dt (DDD): If available, enter the date the item is to transported (Julian day minus the year).
TCN Id: If available, enter the transportation control number.

. Shipment Cd: Select the appropriate shipment code. Refer to References for appropriate codes.

Sply Doc Nbr: Enter the document number that was assigned by your SSA.
Cntr/PO Nbr: If available, enter the contract or purchase order number.

Buy Cd: Enter the source of supply. Refer to References for appropriate codes.
Click Next Page.

STEP 3:

EE]E -
M—I If your DIC was a D6S, these fields will be

available to you; otherwise, this entire page
will be grayed out and you should click the
Save button to process the transaction.

Cmpltn Dt: I Cond Cd: I j
RIC: I Dscrp Cd: I j

Medi

a Sts Cd:l j Supp Address: l— i
" a. Cmpltn Dt: Enter the completion date.

Signalct: | = Fund camppn: [ | L] b. Cond Cd: Enter the condition code of
Dstmcd: | Prj Cd: L the asset.
Advice Cd: | “lep: | El ¢. RIC: If the routing identification code is

RDD

different than the one displayed, you can
change the code here.

d. Dscrp Cd: If there was a discrepancy in
the shipment, select a description code

[DDD): I Acct Process Cd: I

Page 2 of 2 BelatedData; Prev. Page Save Cancel Exit | that |S appropriate'

CH 2

e. Click Save.
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The Transaction Processed dialog box will be displayed.
f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.
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Modifying, Canceling, Or Following Up Actions Sent To The SSA
MODULE: Document Register

INTRODUCTION
This section outlines the procedures for modifying, canceling, or following up of supply actions that
were previously sent to the Supply Support Activity. These transactions are sent during the supply
export process to your SSA.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Supply Requests from the program group.
3. Select Modify/Cancel/Follow-up from the program list.
=
Document
Hegister
Supply Requests L
Ipdate Actions ¥ Turmen
Detal TumeInfTansh Miscellanenus Actions
i el Modify/Cancel/Folow-up
Interfaces
Reports
Inquities
Help
STEP 1:
Type Action————— []
& Modification a. Type Action:
" Cancellation
® Gl e Modification: Select this to modify your request.
: |— e Cancellation: Select this to cancel your request.
oI L ¢ Follow-Up: Select this to follow-up on your request.
Doc Nbr: | _l
DIC: [AM -Modification [ b. UIC: Enter or browse for your UIC.
c. Doc Nbr: Enter or browse for the document number.
ok |  clear | Exit |
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d. DIC: Select the appropriate document identification code. This field is dependent upon the type
action you selected.

e. Click OK.
ST E P 2 : k3 Requef for Modification/Cancellation/Follow-up
-
a. Qty: If you selected Cancellation ey Deta Doe Nbr:
or Follow-up, this is the only field HF\I-.I o ok b
available to update. Proceed to e - omen:
step c. :
b. If you selected Modification, these oy |
are the only fields available to
update' Media Sts Cd:l j Supp Address:
C. CI|Ck Save. Signal Cd: I ﬂ Fund CdfAppn: l_ _I
Dstrn Cd: l— Acct Process Cd:
The Transaction Processed dialog box will P Ei ; P08 : ﬂ
be displayed. RDD: Advice Cd: =
p y Local Use: I
d. CI|Ck OK. Related Dalal Save | Cancel Exit |

You will be returned to the Key Data screen.

e. Click Exit.
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Practical Exercise: Modify, Cancel, or Follow Up a Document
Number

Title: Modify, Cancel, or Follow Up a Document Number

Objectives: At the completion of this exercise the student should demonstrate a capacity to modify,
cancel, or follow up a document number.

Prerequisites:
References: Reference in the manual Chapter Two
Scenario: You submitted a request to order a forklift. However, you need to cancel that request.

Instructions: Use the knowledge that you have gained from Chapter Two to cancel a document
number that was submitted to your SSA.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Deleting The Document Register Completed Actions History
MODULE: Document Register

INTRODUCTION
The purpose of this process is to delete supply transactions from the Supply Import and Interface
History Tables when the Document Register records have been completed and no due-in quantities
exist.

PREREQUISITES
None

STEPS TO PERFORM ACTION

Select the Document Register icon, or select Doc Reg from the menu bar.
Select Update Actions from the program group.
Select Cmpltd Actions Hist Del from the program list.

W=

Document
Register
Supply Requests 4 |
Update Actions Change|Cancellation/Close-out
Status (Manual)

Detail Turn-IniTransfer  »

Annual Cmpled Req & Hist Del
Cmpled Actions Hist Del

Interfaces 4

}
Repolr.ts AMCISS Back Order Reltn
Inguiries 4
Help

Completed Actions History Delete STE P 1 .
JH

¢ Click Submit.

Submit Exit
| E |
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STEP 2:

« If you want to continue, click Yes, otherwise, click No. Process will delete history records for

completed Document Register Requests.

Do you want to continue?
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An

nual Document Register And History Delete
MODULE: Document Register

INTRODUCTION

This section outlines the procedures for completing the document register.

The purpose of this process will allow you to select what type of delete you wish to execute. One-
time will be the default. One-time selection will allow you to create a batch transaction for the next
batch cycle. A transaction will be sent for batch processing when Submit has been clicked. The
other option available will be Schedule. This option will allow you to schedule the delete of the
document register records on an annual basis, at either fiscal or calendar yearend. With this
selection, Last Performed Dt, As of Dt and Reg Del Type will be displayed data. Del Fregn will have a
list box to choose from. Once batch has completed successfully for either One-time or Schedule
option, the program executes the read of the Document Register Table and purges all supply actions
that have been completed for more than two years with a due-in quantity of zero. This task will
support both fiscal and calendar year document registers. A report is generated (DP9T121A) listing
all document numbers in UIC, document date, and document number sequence that have been
removed from the document register.

S NOTE:
A
N\ > This report should be retained for future reference.

N\ \\/%

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Document Register icon, or select Doc Reg from the menu bar.
2. Select Update Actions from the program group.
3. Select Annual Cmpltd Reg & Hist Del from the program list.
igiﬂ
Document
Hegister
Supply Requests + |
Update Actions Change /Cancelation/Close-out
; Status (Manual)
Detail Turn-InfTransfer ¥
g N finnual Cropled Reg & Hist Del
feraes Crpld Actions Hist Del
3
Reports AMCISS Back Order Reln
Inquiries b
Help
CH1 219
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Annual Completed Register [ %]
2|

Type
& One Time
¢ Schedule

Last Performed Dt:
As Of Dt:
Reg Del Type:

Del Freqn: I

Info i |

Submit | Exit |

c. Click Submit.

CH1
20 July 2004

STEPS:

a. Type:

e One Time: Select this option if you want a one-
time selection.

e Schedule: Select this option if you want to
schedule the delete of the document register
records on an annual basis, at either fiscal or
calendar year end.

b. Del Freqn: If you selected the type Schedule, then
select the frequency for the delete. Refer to
References for valid codes.

Delete Frequency Codes

C Annual (Calendar)

F Annual (Fiscal)
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Practical Exercise: Found On Installation

Title: Found On Installation (FOI)

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to post to the property book those items that were found on the installation.

Prerequisites: Authorizations and document records may need to be built

References: Reference Chapter One, Adding Items to the Property Book.

Scenario: You are the Property Officer/Property Manager and you have just conducted a 100%
inventory in which you find 2 chemical alarms M8A1. These are serialized assets that are not on a
property book. After further investigation you find that indeed these items do belong on your DPAS hand

receipt.

Instructions: Perform the necessary actions in DPAS to post these items to the property book.

Given:

Stock Number  6665-01-105-5623
LIN A32355

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Practical Exercise: Ordering Consumable Items

Title: Ordering Consumable Items Using DPAS

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to order consumable items using DPAS.

Prerequisites:

References: Reference in the manual Chapter One, Requesting a Document Number.

Scenario #1: The end of the fiscal year has arrived and you realize that your unit needs to complete
the spending of the budget by ordering some consumable items. You have been asked to order some
office supplies for your unit.

Instructions: Perform the necessary actions in DPAS to create documents to order the consumables
that you need.

Given:
10 wall calendars NSN 7510-01-450-5459
25 awards folders NSN 7510-00-755-7077
15 (3) ring time management system NSN 7530-01-458-3156
5 wall clocks NSN 6645-01-342-5314

Scenario #2: The supply clerk has found a box with 10 new wall clocks in it, but you have already
sent your supply export. Generate a cancellation action for your wall clock requisition.

Scenario #3: You have received 15 of your awards folders. Generate a D6S for a partial receipt of
these items.

Scenario #4: You have received the wall calendars, (3) ring time management systems, and the
remaining 10 awards folder. Close out the documents.

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A

CH2 222
1 October 2004



Practical Exercise: Report of Survey

Practical Exercise: Report of Survey

Title: Report of Survey

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform a decrease action of the property book.

Prerequisites: The item has to currently be on the property book that is going to decrease it.
References: Reference in the manual Chapter One, Removing an Asset from the Property Book.
Scenario: The hand held computer that was issued to you a month ago has come up missing; after an
exhausting search the item has been surveyed and your division officer has given you permission to

remove it from the books.

Instructions: Perform the necessary actions to remove this hand held computer from your property
book.

Given:
Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Adding Improvement Costs
MODULE: Accounting

INTRODUCTION

This section outlines the procedures for adding improvement costs to capital assets in DPAS.
PREREQUISITES
None

STEPS TO PERFORM ACTION

Select the Accounting icon, or select Accounting from the menu bar.
Select Capital Improvement Actions from the program group.
Select Improvement Cost from the program list.

W

Accounting

Depreciation Actions k

Zapital Improvement Ackions Improvement Cost

) additional Capital Cosk
Feal Property Actions

CIPfWIP
Reports k
Inquiries k
Help
STEP 1:
_?I
DoeNbr: | a. Doc Nbr: Enter the document number for the
Barcd: | [ | improvement. This will come from your Finance Office
Stock Nbr: | [ and cannot be found in the Document Register.
Serial Nbr: | ] b. Click OK. This will open the bar code, stock number, and
_ serial number fields.
ox | Clear | B | c. Bar Cd: If your Activity uses bar codes, enter or browse

for the bar code of the asset to which you are adding

improvement costs. Proceed to step f.

d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number to which
you are adding improvement costs.

e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number to which
you are adding improvement costs.

f.  Click OK.
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STE P 2 . = Improvement Cost Add/Change,/Delete
2|
a. Type Action: Select if this action is a Key Data
new procurement or a lateral transfer. Bar Cd: uic:
b. Exp Cd: This field is displayed and can Serial Nbr: Doc Nbr:
be changed if necessary. Stock Nbr: Nomen:
c. Fund Cd/Appn: This field is displayed Tofp= A
and can be Changed |f necessary. ’7 + New Procurement " Lateral Transfer
d. iImmp'::),vgr?qitr;t.Enter the amount of the e i ll_—_ILI " | —
e. Acq Dt: The current date is displayed rund Cofpon: || T
but can be changed to the date the impv Gost ] | ottt I
. . Acq Dt [ Em caPONbE |
improvement was put into use : —
(YYYYMMDD format). You can clickon Lo
the Cale_ndar bUtto_n anc_i select the e ]Boeflzted Data| MextPage | Delete | add | Gancel |  Exit |
appropriate date, if desired.
f. Eff Dt: The current date is displayed
but can be changed to the date the HRH approved the improvement (YYYYMMDD format). You can
click on the calendar button and select the appropriate date, if desired.
g. Office: Enter your office symbol, cost center number, or code.
h. Task Cd: If required, enter the task code for the improvement. This is obtained from your Finance
Office.
i. Job Order Nbr: Enter the job order number for the improvement. This is obtained from your
Finance Office.
j.  Cntr/PO Nbr: Enter the contract or purchase order number, if desired.
k. Click Next Page.

% Improvement Cost Add/Change /Delete

STEP 3:
B ElE | a.

Activation Dt: The current date is
displayed, but can be changed to the

Activation Dt

=
Deprn Period:

Prior Deprn: I

Residual Value: |

Deprn Office:
Deprn Task Cd:

Deprn Job Order Nbr: I 'I

Accumd Deprn:

Page 2 of 2

Related Dalal Prev. Page | Delete

Add

Cancel

Exit

date the improvement was put into use.

b. Deprn Period: This field is displayed
(in months), but can be changed if
necessary.

c. Prior Deprn: If the improvement was
transferred in, enter any prior
depreciation that had incurred.

d. Residual Value: If available, enter the
junk or salvage value of the
improvement.

e. Deprn Office: Enter the office where
depreciation expenses is charged.

f. Deprn Task Cd: Enter the task code
where depreciation expenses is charged.

g. Deprn Job Order Nbr: Enter the job order number where depreciation expenses is charged.

h. Click Add.
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The Transaction Processed dialog box will be displayed.
i. Click OK.
You will be returned to the Key Data screen.

j.  Click Exit.
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Adding Additional Capital Costs
MODULE: Accounting

INTRODUCTION

This section outlines the procedures for adding additional capital costs in DPAS.
PREREQUISITES

None
STEPS TO PERFORM ACTION

Select the Accounting icon, or select Accounting from the menu bar.
Select Capital Improvement Actions from the program group.
Select Additional Capital Cost from the program list.

W

Accounting

Depreciation Actions
Zapital Improvement Ackions

Feal Property Actions

CIPWIP

Reports k
Inquiries k
Help

STEP 1:
X
zJ| a. Doc Nbr: Enter the document number for
Doc Nbr: | the improvement. This will come from your
Bar Cd: T _| Finance Office and cannot be found in the
Document Register.
Stock Nbr: | [ b. Click OK. This will open the bar code, stock
Serial Nbr: | _| number, and serial number fields.
c. Bar Cd: If your Activity uses bar codes,
enter or browse for the bar code of the asset
oK | Clear _| Exit | to which you are adding improvement costs.

Proceed to step f.
d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number to which

you are adding improvement costs.
e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number to which

you are adding improvement costs.
f.  Click OK.
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STE P 2 : ** additional Capital Cost Add/Change/Delete
51 = T
Bl

a. Trnsp Cost: Enter any transportation
costs.

b. Installation Cost: Enter any
installation costs.

c. Deinstallation Cost: Enter any
deinstallation costs.

d. Eff Dt: Enter the date of the costs.

e. Job Order Nbr: Enter the job order
number.

f. Cntr/PO Nbr: Enter the contract or
purchase order number, if desired.

g. Click OK.

The Transaction Processed dialog box will be
displayed.

h. Click OK.
You will be returned to the Key Data screen.

i. Click Exit.
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Adding Real Property
MODULE: Accounting

INTRODUCTION

The purpose of this process is to provide for the interactive update or establishment of a real property
asset/improvement. If the Real Property System Cd of the Unit Identification Code (UIC) is not equal
to a space, you can only add Improvement records to DPAS and change Improvement records
generated through DPAS. You can only view, not change data input to DPAS through the interfaced
real property system. If the Real Property System Cd of the UIC is equal to a space, the user can
add/change/delete Real Property Assets and add Improvement records. Mass change programs (UIC,
Fund Cd/Appn, and Office) will change all the appropriate records regardless of IFS or DPAS
generated, and write a record to the Real Property Export Table identifying the change required to the
interfaced real property system. Assets identified as Heritage or Wpn Sys Sprt Cd will not depreciate
or generate accounting transactions. Land (Asset Cd “"D") will not depreciate, but if land is other than
stewardship land and meets the capital criteria, system will generate accounting transactions.

PREREQUISITES

If DPAS is interfaced with your real property system, the Installation and Facility Number must exist in
DPAS prior to user adding an Improvement record.

The Unit Identification Code record must be established.

A Fund Code/Appropriation Allotment Serial Number Table record must be established for the asset.
STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Real Property from the program list.

Accounting

Depreciation Actions 4
Capital Improvement Actions  #

Real Property Actions Real Property
Ceferred Maint/Clean-Up

CIPWIP
Reparts g
Inguiries 4
Help
CH?2 229

1 October 2004



Adding Real Property

- Type Action -
 Increase I~ Improvement ™ Non-Activated ‘
< Change uic: _I
" Decrease InstlfFac Nbr: I—I _I
" Transfer In Doc Id{lmpv Nbr: | I _I
¢~ Transfer Out ~TO
" Lateral Transfer uIC: _I
" Reversal Increase InstifFac Nbr: l— _I
" Reversal Decrease Doc Id Nbr: l—

’TI Clear | Exit |

STEP 1:

Type Action: Select the action for adding
the real property to the property book.
Select Improvement for an improvement
to existing real property.

Select Non-Activated if you want all the
non-activated real property for your UIC.

If neither of these options is applicable, do

o ao

Click OK.

UIC: Enter or browse for your UIC.
Instl/Fac Nbr: Enter or browse for the Installation and Facility Number.
Doc Id/Impv Nbr: Enter or browse for the Document Identification and Improvement Number.

not check either of them.

~~5% HINT!
;ag When adding a new real property asset, the Imprv Nbr is not accessible.

The TO Group Box is only accessible for Lateral Transfer type action codes. If you selected Lateral
Transfer, you will need to:

apoo

Click OK.

STEP 2 (Address Tab):

Fac Name: Enter the name of the facility.
POC: Enter the name of point of contact.

street address of the facility.

State: Select the state/country of the facility.
Zip: Enter the zip code of the facility.

a.

b.

Cc. Address: Enter the

d. City: Enter the city of the facility.
e.

f.

g. Select the Basic tab.

CH2

1 October 2004

UIC: Enter or browse for the UIC to where the real property asset is being transferred.
Instl/Fac Nbr: Enter or browse for the Installation and Facility Number.
Doc Id Nbr: Enter the Document Identification Number.

“Real Property Add/Change/Delete
-
Address IBasic | Classification | Deprn |
~Key Data
Instl{fFac Nbr: uic:
Doc Idfimpy Nbr: RP Sys Cd:
Fac Name: |
POC:
Address: |
City: —
State: | -HA [l
Fac Zip Cd: 1
Related Datal Delete Add Cancel Exit

230



Adding Real Property

***Real Property Add/Change/Delete

STEP 3 (Basic Tab):

Address Basic |Classificalion| Depm | a. RP cat Cd: Select the real property
Apcach | ~JRPsubcatc| code. R_efer to References for
o " o —— appropriate codes.
g 5 D SRecapam: b. RP Sub Cat Cd: Enter the real property
sub category code.
RP Fac Cond Cd:| -Nn =l :
c. UI: Select the Unit of Issue. These are
bolarhme | | Fedcame [ L not the same for personal property.
Mir T Yrsvelife: |
A @ e o E m
. Transfer Type Cd: v
Inv Due Dt ﬁ ransicvpe I J AC Acreage SF Square Feet
Local Use Text: I
EA Each SY Square Yards
Related Datal Delete | Add | Cancel | Exit |

RP Qty: Enter the real property quantity (should be based on UI).
RP Type Cap Cd: Select the type of capacity of the real property. Refer to References for

RP Cap Qty: Enter the capacity quantity of the real property.
RP Fac Cond Cd: Enter the condition of the real property. Refer to References for appropriate

d.
e.
appropriate codes.
f.
g
codes.
h.

Acq Dt: Enter the obligation date (YYYYMMDD format). You can also click the calendar button and
select the applicable date.

Eff Dt: Enter the date the facility was accepted (YYYYMMDD format). You can also click the calendar
button and select the applicable date.

Inv Due Dt: Enter the date when the next inventory is due (YYYYMMDD format). You can also click

Transfer Type Cd: If the asset was a transfer in, enter the code that identifies the type of transfer.
Refer to Chapter One, Adding Items To The Property Book for definitions of these codes.

j.
the calendar button and select the applicable date.
k.
I. Local Use Text: Enter any applicable local information.
m. Select the Classification tab.

STEP 4 (Classification Tab):

CH 2

**:Real Property Add/Change/Delete

Address | Basic  Classification |DE|Jm |

ACC: Select the accounting
classification code. Refer to

ACC: |
References for appropriate codes. Asset Cd: [
Asset Cd: Select the type of asset. Cpll C: [
Refer to References for appropriate Exp Cd: [1 —Funded

I —-Government Owned

codes.

Cptl Cd: Use the capitalization code for
exceptions to normal capital asset
processing. If no exceptions exist for
this asset, accept the default value of N/
A. Refer to References for appropriate
codes.

Exp Cd: Select whether depreciation
should be funded or unfunded.

Lo/Le Cd: If the item is on loan or lease, select the appropriate code. Refer to References for
appropriate codes.

Heritage Asset Cd: If the asset is historical, select the appropriate code. Refer to References for
appropriate codes.

LofLe Cd:

Heritage Asset Cd:l -N/A

-N/A

Ll ) ) e f e L

Wpn Sys Sprt Cd: I

—
——

Office:
Job Order Nbr:

Fac Remarks Text:

Related Datal Delete | Add | Cancel | Exit |
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g.

Wpn Sys Sprt Cd: If the item is part of a weapon system, select the appropriate code. Refer to
References for appropriate codes.

Weapon Systems Support Codes

Task Cd: Enter the task code. This is normally obtained from your Finance Office.
Job Order Nbr: Enter the job order number. This is normally obtained from your Finance Office.
Fac Remarks Text: Enter any local information/reason for change.

A Ammunition
M Missile Silo Active Use
h. Office: Enter your office symbol, cost center number, or code.
i.
j.
k.
l.

¥¥Real Property Add/Change/Delete

.h &[] 2 a. Activation Dt: Enter the date the facil-
ity was put into use (YYYYMMDD for-

Ad

Select the Deprn tab.

STEP 5 (Deprn Tab):

dress| Basic | Classification Deprn I

mat). You can also click the calendar
aetivalion D lﬂ] o000 button and select the applicable date.
Oepm Perlod: b. Deprn Period: Enter the period of

Prior Deprn:

depreciation in months.

Residual Yalue:

c. Prior Deprn: If there is any prior
depreciation, you can enter it here.
Residual Value: Enter the junk or sal-
vage value, if applicable.

|
|
Deprn Office: I
Deprn Task Cd: I

Deprn Job Order Nbr: I

Ll Ll Ll e
o

Full Deprn Cd: [ -npa

e. Deprn Office: Enter office symbol, cost

Trmsp Cost: ' center number, or code where deprecia-
Deinstallation Cost: | .
tion expenses are charged.

Installation Cost: I

f. Deprn Task Cd: Enter the task code
where depreciation expenses are

Related Dalal Delete | Add | Cancel | Exit |

.
j.
k.
.

charged.
Deprn Job Order Nbr: Enter the job order number where depreciation expenses are charged.
Full Deprn Cd: If you are stopping depreciation on the asset, you can stop depreciation by changing
this code to "S”. A code of "S” may only be chosen if Asset Sts Cd equals "N - Asset not in use” on the
asset record.
Trnsp Cost: If there are any transportation costs, enter the amount here.
Deinstallation Cost: If there are any deinstallation costs, enter the amount here.
Installation Cost: If there are any installation costs, enter the amount here.
Click Add.

The Transaction Processed dialog box will be displayed.

m.

Click OK.

You will be returned to the Key Data screen.

n.

CH

Click Exit.
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Changing Information for Real Property

Type Action: Select Change.

UIC: Enter or browse for your UIC.

Instl/Fac Nbr: Enter or browse for the installation and facility number.

Doc Id/Imprv Nbr: Enter or browse for the document identification and improvement number.

TO Instl/Fac Nbr: If you are changing the installation and facility number, enter the new number in
this field.

Click OK.

Make any necessary changes.

Click Change.

Deleting Real Property

Panoo

s@

a. Type Action: Select Decrease.

b. UIC: Enter or browse for your UIC.

c. Instl/Fac Nbr: Enter or browse for the installation and facility number.

d. Doc Id/Imprv Nbr: Enter or browse for the document identification and improvement number.

e. Click OK.

f. Click Delete.
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Adding CIP/WIP
MODULE: Accounting

INTRODUCTION

The purpose of this process is to provide the capability to enter cost and other related data for
Construction in Progress/Work in Process (CIP/WIP) projects. This data allows tracking of costs prior
to the asset being placed into service.

Q\n\o\ NOTE:

\ > CIP/WIP data pertains to assets that are not yet placed into service. There is NO requirement
\\// to add an asset to the property book in order to enter CIP/WIP data.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select CIP/WIP from the program group.

Accounting

Depreciation Actions b
Capital Improvement Ackions

Real Property Actions 3
|::IFII|IIIIIIIIIIIFI
Reports b
Inquiries b
Help
STEP 1:
|
vIC: | J a. UIC: Enter or browse for your UIC.
Doe Nbr: b. Doc Nbr: Enter the document number for the
06 | CIP/WIP. Your Finance Office usually supplies
this number.
ok | o« Exi .
= lear_| Al c. Click OK.
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STEP 2: g?CorLs'tfction In Progress/Work In Process Add/Change/Delete X
L B “
a. Type Action: Select the appropriate action. |5 "™ L
b. Fund Cd/Appn: Enter or browse for the Dac Nbr: € Transferred In
appropriate fund code and/or appropriation
allotment serial number. Fund Capappn: | [ . Office: [
c. ACC: Select the appropriate asset control ACC: | x| Taskca:
code. Exp Cd: [1 - Funded =] JoboOrdermbr: |
d. Exp Cd: Select if the depreciation for the pssetcd: | ]| | CantrPO Nbr:
CIP/WIP is funded or unfunded. Dollar Amt: | e B E
e. Asset Cd: Select the appropriate asset code. ik =
Nomen: |
Remarks: I
.
Delete Add Cancel Exit
C Construction In Progress
w Work In Process
f. Dollar Amt: Enter the dollar amount for the CIP/WIP.
g. Office: Enter your office, cost center number, or code.
h. Task Cd: Enter the task code.
i. Job Order Nbr: Enter the job order number.
j.  Contr/PO Nbr: Enter the contract or purchase order number, if required.
k. Acq Dt: Enter the approval/obligation date (YYYYMMDD format). You can click on the calendar and

select the appropriate date.

Eff Dt: Enter the date the CIP/WIP was accepted (YYYYMMDD format). You can click on the calendar
and select the appropriate date.

m. Nomen: Enter the description of the CIP/WIP.

n. Remarks: Enter a remark, if required.

0. Click OK.

The Transaction Processed dialog box will be displayed.
p. Click OK.
You will be returned to the Key Data screen.

g. Click Exit.
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Adding Deferred Maintenance Condition Assessment
MODULE: Accounting/Maintenance & Utilization

INTRODUCTION

This procedure is used to compile the estimates and costs involved when deferring maintenance and
clean up.

Deferred Maintenance Condition Assessment is used to record project review dates as well as condi-
tion assessment costs.

This process can also be generated through the Maintenance & Utilization module.
PREREQUISITES
The real property asset must already exist in DPAS.

STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Deferred Maint/Clean-Up from the program list.

Accounting

Depreciation Actions 4
Capital Improvement Actions ¥

Real Property dctions Real Property
Deferted Maint/Clean-Up

CIRWIP

Reparts 3
Inquiries 4

Help
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Type Action
& Deferred Maintenance Condition Assessment

¢ Deferred Maintenance Life Cycle Cost Forecast

¢ Environmental Clean-Up Costs

InstifFac Nbr: | [
Prj Nbr: | [

STEP 2:

d.
e.

Ref File Name...: Click the button if
you want to attach any reference files to
the item (i.e., Word documents, pictures,
videos, etc.)

Prj Est Dt: Enter the date the deferred
maintenance or environmental clean-up
cost estimation was performed
(YYYYMMDD format). You can also click
on the calendar button and select the
applicable date.

Prj Review Dt: Enter the date the
Asset Deferred Maintenance or Clean-Up
Cost review was made (YYYYMMDD
format). You can also click on the
calendar button and select the
applicable date.

STEP 1:

. Type Action: Select Deferred Maintenance

Condition Assessment.

Instl/Fac Nbr: Enter or browse for the installation and
facility number of the real property asset.

Prj Nbr: Enter you local project number for the asset.
This number is used to identify and track the disposition
(i.e., costs) of Deferred Maintenance and Environmental
Clean-Up Projects.

. Click OK.

¥# RP Deferred Maint/Clean-Up Add/Change/Delete - EI|1|
- 2l

~Key Data

InstlfFac Nbr: RP Fac Cond Cd:

Prj Nbr:

Ret File Name ... || Z |

—Dates ~ Conditi

Prj Est Dt B || pollaramt |

Prj Review Dt: E

Delete Add Cancel Exit

Dollar Amt: Enter the dollar amount of the assessment.

Click Add.

The Transaction Processed dialog box will be displayed.

f.

Click OK.

You will be returned to the Key Data screen.

g.

hanging Inform

Click Exit.

ion for Deferr

Maintenan ndition A men

Type Action: Accept the default Deferred Maintenance Condition Assessment.
On the Key Data screen, enter or browse for the installation and facility number for which you are

On the Key Data screen, enter or browse for the project number for the installation and facility number

a.
b.
changing.
C.
for which you are changing.
d. Click OK.
e. Make the necessary change(s).
f. Click Change.
CH2

1 October 2004
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Adding Deferred Maintenance Condition Assessment

Deleting Deferred Maintenan ndition A men

a. Type Action: Accept the default Deferred Maintenance Condition Assessment.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Click Delete.
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Adding Deferred Maintenance Life Cycle Forecast

Adding Deferred Maintenance Life Cycle Forecast
MODULE: Accounting/Maintenance & Utilization

INTRODUCTION

This procedure is used to compile the estimates and costs involved when deferring maintenance and
clean up.

Deferred Maintenance Life Cycle Forecast is used to record project review dates and maintenance
forecast costs such as beginning balances, required costs, performed costs, and cost adjustments.

This process can also be generated through the Maintenance & Utilization module.
PREREQUISITES
The real property asset must already exist in DPAS.

STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Deferred Maint/Clean-Up from the program list.

Accounting

Depreciation Ackions b
(Capital Improvement Actions

Real Property Actions Real Proparty
Deferred Maint/Cean-Up

CIPMEP

Reparts }
Inquities }

Help
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Adding Deferred Maintenance Life Cycle Forecast

x| STEP 1:
2

Type Action a. Type Action: Select Deferred Maintenance Life
¢~ Deferred Maintenance Condition Assessment Cycle Forecast.
& Deferred Maintenance Life Cycle Cost Forecast b. Instl/Fac Nbr: Enter or browse for the installation and

facility number of the real property asset.
c. Prj Nbr: Enter you local project number for the asset.

¢ Environmental Clean-Up Costs

nstFacNbr: | ] This number is used to identify and track the disposition
' (i.e., costs) of Deferred Maintenance and Environmental
Prj Nbr: | ] CIgan-Up Projects.
d. Click OK.
ok | Clear | Exit |
STEP 2:
. w# RP Deferred Maint,/Clean-Up Add/Change/Delete =lo] =]
a. Prj Est Dt: Enter the date the MEER= =
environmental clean-up cost estimation
was performed (YYYYMMDD format). 77::;5:;2 Nbr: RP Fac Cond Cd:

You can also click on the calendar button | ¢ gy
and select the applicable date.

b. Prj Review Dt: Enter the date the Ref File Name ... || 7]
clean-up cost review was made.

c. Begin Bal: Enter the beginning balance [ Dates U Gyl Cret omameen (k.
of Deferred Maintenance or Clean-up priEstoe | B9 | | Begin Bal [
Cost for the current period. Current Req Cost: |

d. Current Req Cost: Enter the dollar Pri Review Dt H et o |

amount of Deferred Maintenance or Current Adiustmentst |
Environmental Clean-up required for the
current period.
e. Performed Cost: Enter the dollar el
amount of Deferred Maintenance or
Environmental Clean-up costs performed
during the current period.
f. Current Adjustments: Enter the dollar amount of adjustments made to the Deferred Maintenance
or Environmental Clean-up costs during the current period.

End Bal: I

add | cancel Exit

~~5 HINT!
524= > DPAS automatically recalculates the Ending Balance for you.

The Transaction Processed dialog box will be displayed.
g. Click OK.
You will be returned to the Key Data screen.

h. Click Exit.
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Adding Deferred Maintenance Life Cycle Forecast

hanging Information for Deferred Maintenance Lif le For
a. Type Action: Select Deferred Maintenance Life Cycle Forecast.
b. On the Key Data screen, enter or browse for the installation and facility number for which you are

changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Make the necessary change(s).

f. Click Change.

Deleting Deferred Maintenance Life Cycle Forecast

a. Type Action: Select Deferred Maintenance Life Cycle Forecast.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Click Delete.

CH?2 241

1 October 2004



Adding Environmental Clean-Up Costs

Adding Environmental Clean-Up Costs
MODULE: Accounting/Maintenance & Utilization

INTRODUCTION

This procedure is used to compile the estimates and costs involved when deferring maintenance and
clean up.

Environmental clean-up costs are used to project review dates, clean-up cost estimates. In addition,
the method or criteria used for estimating deferred maintenance or environmental clean-up costs are
recorded.

This process can also be generated through the Maintenance & Utilization module.

PREREQUISITES
The real property asset must already exist in DPAS.
STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Real Property Actions from the program group.
3. Select Deferred Maint/Clean-Up from the program list.

Accounting

Depreciation Actions b
Capital Improvement Actions ¥

Real Property Actions

CIRWIP

Repatts b
Inquiries b

Help
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Adding Environmental Clean-Up Costs

 STEP 1:
i
a. Type Action: Select Environmental Clean-Up
Type Action Costs
¢ Deferred Maint e Condition A ’ . i
b. Instl/Fac Nbr: Enter or browse for the installation
¢ Deferred Maintenance Life Cycle Cost Forecast and faC|I|ty number
 Environmental CleanUp Costs c. Prj Nbr: Enter or browse for the project number.
d. Click OK.
InstlifFac Nbr: I _|
Prj Nbr: I _|
ok | Clear | Exit |
STEP 2: w#Rp Deferred Maint/Clean-Up Add/Change/Delete =] |

a. Prj Est Dt: Enter the date the clean-up I
costs estimation was performed. You can InstifFac Nbr: RP Fac Cond Cd:
click on the calendar button and select the Prj Nbr:
appropriate date.

b. Prj Review Dt: Enter the date the Ret File Name .|| 7|
review was made. You can click on the
calendar button and select the s kil G
appropriate date. PiEstot | [ || DollarAmt |
c. Dollar Amt: Enter the total dollar
amount for the clean-up costs. P Review ot | B cstvenon !

d. Prj Est Method: Enter the method or
criteria used for estimating the clean-up
costs.

e. CI|Ck Add. Delete Add Cancel Exit

The Transacation Processed dialog box will be
displayed.

f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.

Changing Information for Environmental Clean-Up Costs

a. Type Action: Select Environmental Clean-Up Costs.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
changing.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are changing.

d. Click OK.

e. Make the necessary change(s).

f. Click Change.
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Adding Environmental Clean-Up Costs

Deleting Environmental Clean-Up Costs

a. Type Action: Select Environmental Clean-Up Costs.

b. On the Key Data screen, enter or browse for the installation and facility number for which you are
deleting.

c. On the Key Data screen, enter or browse for the project number for the installation and facility number
for which you are deleting.

d. Click OK.

e. Click Delete.
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Practical Exercise: End Item Increase/Activation of a Capital Asset

Practical Exercise: End Item Increase/Activation of a Capital
Asset

Title: End Item Increase - Activation Of A Capital Asset

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to add capital items to the property book.

Prerequisites: If your activity uses authorizations and document numbers, these must be established
prior to adding this item to your property book

References: Reference in the manual, Chapter One, Adding Items to the Property Book and
Activating Depreciation for a Capital Asset.

Scenario: The information technology department has just purchased a new server. The item was
purchased on a contract from Gateway. The comptroller has informed you that this purchase has been
assigned to a specific task code and job order humber. The acquisition price included a three-year
complete parts and maintenance warranty beginning on today’s date. There was a separate installation
charge to install the equipment in the DOIM shop.

Instructions: Perform the necessary actions in DPAS to account for this item both physically and

financially.
Given:
Server $600,200.00
Contract Number DJ010034 (if you do not use the document register use this as the
document number)
Task Code 2001-474
Job Order Number A57055909
Installation Cost $4500.00

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Changing The Stock Number In Mass

Changing The Stock Number In Mass
MODULE: Catalog

INTRODUCTION

This process is used to change every occurrence of a Stock Number on the DPAS Database to a new
Stock Number or to change certain data fields on an existing Stock Number.

To change a Stock Number, the user enters the FROM (old) and TO (new) stock number on the Key
Data screen and then completes the fields on the right hand side of the screen.

To change fields on an existing Stock Number, the user enters only the FROM Stock Number on the
Key Data screen.

Once the transaction is processed, a Financial, UIT/CBS-X, and/or DoDSASP transaction will be
produced, if necessary.

PREREQUISITES
Both Stock Numbers must be cataloged.
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Mass Changes from the program group.
3. Select Stock Nbr/Selected Change from the program list.

=)

Catalog
Catalog Actions  »
Mass Changes Stock Wbt 3elected Change
Catalog Delete

Inketfaces }

Reports 3

Inquiries b

Help
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Changing The Stock Number In Mass

STEP 1:

From To

{ a. From Stock Nbr: Enter or browse for the
Stack Nbr: | | || StockNbr: | .

stock number you are changing.

b. To Stock Nbr: Enter or browse for the
K [ _ Cew | _ et | NEW stock number.

~~5 HINT!

%%ﬁ If you are changing the Type Asset Cd, ACC, Equip Deprn Cd, Dmil Cd, and/or Mat Cat Cd
for a particular stock number, then you only need to enter the From Stock Nbr. These fields
cannot be changed using the Catalog Add/Change/Delete process; they must be changed in this

process.
c. Click OK.
STEP 2: Stock Nbr/Selected Mass Change
H
From To
a. Change any applicable information for [5‘“" Nor: HS‘”'* Nbr:
your stock number.
b. Click Submit. Stock ftem Cd: Stock e Cd: | |
= 1T Asset [~ IT Asset
The Transaction Processed dialog box will be i bevice ca: WDevieecd: [ .|
displayed. PEC: PEC: I
Type Asset Cd: Type Asset Cd: | [
c. Click OK. ACC: ACC: | =
) Equip Deprn Cd: Equip Deprn Cd:| j
You will be returned to the Key Data screen. ) ;
Dmil Cd: Dmil Cd: [ =
d CI|Ck Exit Mat Cat Cd: Mat Cat Cd: I
Related Datal Submit I Cancel | Exit

~~p HINT!
;ﬁ@; Remember...this is a BATCH process and the change will not be in effect until the following day!
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Removing Unwanted Stock Numbers In The Catalog

Removing Unwanted Stock Numbers In The Catalog
MODULE: Catalog

INTRODUCTION
This section outlines the procedures for deleting catalog records that have no due ins or property

against them.

e m CAUTION!
¥ This is NOT a batch process, so this will take effect immediately. Be careful when performing
this process, because there is ho undo. There is a report in the Catalog > Generate process
that will show the records that will be deleted if this process in run. It is recommended to run
this report first.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Mass Changes from the program group.
3. Select Catalog Delete from the program list.

<

Catalog

Catalog Actions  #

Mass Changes Staock MbrfSelected Change
Catalag Delete

Interfaces k
Reparts k
[nquiries k
Help

Catalog Delete Mass Change

5 STEP:

e (Click Submit.

Info Submit Exit |

248



Mass Changing Manufacturer Keys

Mass Changing Manufacturer Keys
MODULE: Hand Receipt

CAUTION!

Use caution when using this process because all assets with alike stock numbers on the Hand
Receipt tables that have the From manufacturer key will be changed to the To manufacturer
key. If a mistake is made then you MUST revert to a one for one change by using the
selected change programs.

INTRODUCTION

The purpose of this process is to generate a mass change of a manufacturer key. Selecting a specific
UIC or ACTBL UIC through the Key Data screen can process this change. If a manufacturer key
correction is needed on assets already added to DPAS, this process will allow for a mass change of all
alike manufacturer keys.

PREREQUISITES
Both the To and the From manufacturer key must be established on the Manufacturer table.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mfr Key Change from the program group.

Hand
Receipt
End Item Actions ]
Companent Actions 4
Bar Cdjser Mbr Change
HRH Pending Turn-In Transfer
Diatabase/UIC Transfer Actions ¥

Mfr Key Change
Bulk Aisset Price Adjustment

Mass Changes 1

Majf5ub Hand Receipt Halder

Warranky/3vc/Loan/Lease

SKOJBILAAL Inventory

Excess Actions ]
Invenkary Actions »
Interfaces 2
Reports 3
Inguities 4
Help
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Mass Changing Manufacturer Keys

accountable UIC that you selected when you logged

x| STEP 1:
2|
Opti
FR—— a. Options: Select Specific to retrieve data for a specific UIC.
-~ Select Actbl UIC to retrieve data for the entire UIC.
Actbl UIC
\-\*”’Q‘.\ NOTE:
we: [ . \\/\ If you select Actbl UIC, DPAS will display the
Stock Nbr: |—_| \,//
on (if you have multiple accountable UICs).
From To
Mirkey:| 0 | | Mickey| 0 .| b. UIC: If you selected to display for a specific UIC, enter or
browse for your UIC.
c. Stock Nbr: Enter or browse for the stock number to which
oK | Clear | Exit | the manufacturer key is assigned.
d. FROM Mfr Key: Enter or browse for the manufacturer key

you want to change.

e. TO Mfr Key: Enter the NEW manufacturer key.

f.  Click OK.

STEP 2:

a. The From and To information is
displayed and cannot be changed. If
you do not want DPAS to make this
change, click the Clear or Cancel
buttons; otherwise, click Save.

The Transaction Processed dialog box will be
displayed.

b. Click OK.
You will be returned to the Key Data screen.

c. Click Exit.

*#Manufacturer Key Change M= =

[NEElR

K|

~Key Data
uic: Nomen:
Stock Nbr:

~From
Mir Key: CAGE Cd:

Mir Part Nbr:
Mir Name:

IT Mir Cd:

~To

Mir Key: CAGE Cd:
Mir Part Nbr:

Mir Name:

IT Mir Cd:

Save

"

Cancel

Exit
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Mass Changing The Hand Receipt Holder Number And/Or Office

Mass Changing The Hand Receipt Holder Number And/Or Office
MODULE: Hand Receipt

INTRODUCTION

This procedure will show you how to change your hand receipt holder number, office, and/or
depreciation office in mass.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mass Changes from the program group.
3. Select Hand Receipt/Office from the program list.

Hand
Heceipt
End Item Actions J
Zomponent Ackions b
Bar Cdf3er Mbr Change

HRH Pending Turn-In| Transfer
Database/UIC Transfer Actions F
MFr Key Change

Bulk: Asset Price Adjustment

Mass Changes Hand Receipt/Ofice
Location/Sub Location
Mai/3ub Hand Receipt Holder /
——— LT Activiby Mame
arrantySvejLoanLease Fund ColAgpn

SECYBIIAAL L J

[BILjAAL Inventory Lateral TransferfUIC Merge
Excess Actions b Transaction History Delshe
Inventory Actions b
Interfares 3
Reports b
Inquiries b
Help
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Mass Changing The Hand Receipt Holder Number And/Or Office

x| STEP 1:
I~ HRH Nbr = i .
F Office a. Select the fields you want to change (HRH Nbr, Office and/
 Deprn Office or Deprn Office_). _ _
b. If you want to include sub-hand receipts, check this box.
‘ I Include Sub-Hand Receipt(s) c. UIC: Enter or browse for your UIC.
d. HRH Nbr: If you selected the option HRH Nbr, enter or
vic: | [ browse for the HRH Nbr you want to change.
: e. Office: If you selected the option Office, enter the office
HRH Nbr: I I
L] you want to change.
Office: | f. Deprn Office: If you selected the option Deprn Office,
Deprn Office: | enter the depreciation office you want to change.
g. Click OK.
ok | Clear | Exit
[ HRH Mbr /Office Mass Change =]
STEP 2: ,_, -
uic:
a. HRH Nbr: If you selected the option HRH Nbr, enter = rom
or browse for the NEW HRH Nbr. _
b. Office: If you selected the option Office, enter the HAHINDE
NEW office. Office Name:
c. Deprn Office: If you selected the option Deprn HRH Name:
Office, enter the NEW depreciation office. L"'_::
d. Click Submit. Office:
Deprn Office:
The Transaction Processed dialog box will be displayed. “To
HRH Nbr: | |
e. Click OK. =
Office: [
You will be returned to the Key Data screen. Deprn Office: |

f. Click Exit.

Submit | Cancel | Exit

~~5» HINT!

é%ﬁ Remember...If you are changing only the HRH Nbr, then the Office and Deprn Office fields will not
be accessible. If you are changing only the Office, then the Deprn Office will not be accessible.
If you are changing only the Deprn Office, then the Office will not be accessible.

Also remember that this is a Batch process and the changes will not take effect until the following

day.
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Practical Exercise: HRH Nbr/Office Mass Change

Practical Exercise: HRH Nbr/Office Mass Change

Title: Mass Changing the HRH Nbr and/or Office

Objectives: At the completion of this exercise the student should demonstrate a capacity to mass
change the HRH Nbr and/or Office.

Prerequisites:
References: Reference in the manual Chapter Two

Scenario: You have just undergone an office reorganization. Two of your Hand Receipt Holders will
now merge into one hand receipt. All assets will be accountable to one hand receipt.

Instructions: Use the knowledge that you have gained from Chapter Two to merge the two hand
receipts.

Given: Choose two hand receipts you have access to under your UIC. Perform the required actions.
Summary: Verify the program was sent for batch processing by going to the Utilities module, select
Batch Transaction Review, select All, and click OK. Look for the Description Appn Alot Chg and your

DPAS training userID to see if the process is scheduled for batch.

Class Discussion: Q & A
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Mass Changing The Location And/Or Sub Location

Mass Changing The Location And/Or Sub Location
MODULE: Hand Receipt

INTRODUCTION

This process is used to change every occurrence of a location/sub location on the DPAS database to a

new location/sub location.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Mass Changes from the program group.
3. Select Location/Sub Location from the program list.

Hand
Heceipt

End Item Actions 3
Component Actions ]
Bar Cdf3er Mor Change

HRH Pending Turn-In/ Transfer
Database/UIC Transfer Actions #
MFr key Change

Bulk Asset Price Adjustment

Mass Changes

Maij/Sub Hand Receipt Holder

Hand Receipt CFfice
Locationfsub Location

Warranty/Svc/LoanfLease

LIIC Avctivity Mame
Fund Cdf&ppn

Lateral Transfer/UIC Merge
Transaction History Delete

SKOIBILfAAT Inventory

Excess Actions 4
Irventory Actions L
Interfaces b
Repaorts [
Inquiries k
Help
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Mass Changing The Location And/Or Sub Location

~Opti Sub Loc Updates —
&« UIC &+ None
¢ HRH Nbr  Specific
=} Include SubHand Beceipt{s] Al
uic: I |
HRH Nbr: | | |
~From
Loc: | |
Sub Loc: |
ok | Clear Exit |

option.

UIC: Enter or browse for your UIC.
HRH Nbr: Enter or browse for your HRH Nbr. This is only available if you selected the HRH Nbr

STEP 1:

a. Options:

¢ Select UIC to change the location for a specific
UIC.

¢ Select HRH Nbr to change the location for a
specific HRH Nbr. You can also include the sub-
hand receipts, if desired.

b. Sub Loc Updates:

¢ Select None if you do not want to update the sub
locations.

« Select Specific to update specific sub locations.

¢ Select All to update all sub locations.

From Loc: Enter or browse for the location you are changing.
Sub Loc: If desired, enter the sub location you are changing. This field is only available if you

selected the update Specific or All sub locations.

g. Click OK.

STEP 2:

To Loc: Enter or browse for the NEW location.

This location MUST be established on the

Location table and cannot be built “on the fly”.
To Sub Loc: If desired, enter a new sub loca-
tion. This field is only available if you selected to

update Specific or All sub locations.

c. Click Save.

The Transaction Processed dialog box will be

displayed.

d. Click OK.

You will be returned to the Key Data screen.

e. Click Exit.

¥# | ocation,/Sub Location Mass Change

- Key Data

ulic:
HRH Mbr:

Sub Loc Updates:

~From
Loc:
Sub Loc:

~To
Loc: I

Sub Loc: |

Save | Cancel Exit |
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Practical Exercise: Location Mass Change

Practical Exercise: Location Mass Change

Title: Mass Changing the Location

Objectives: At the completion of this exercise the student should demonstrate a capacity to mass
change the Location.

Prerequisites:
References: Reference in the manual Chapter Two

Scenario: You are cleaning up your property book and you noticed that quite a number of items have
UNASSIGNED in the location field, but you know that items should be located in BLDG 86.

Instructions: Use the knowledge that you have gained from Chapter Two to mass change your
location.

Given: Use the UIC and Hand Receipt you were given in class to perform the action given in this
scenario.

Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Mass Changing The UIC And/Or Activity Name

Mass Changing The UIC And/Or Activity Name
MODULE: Hand Receipt

INTRODUCTION

This procedure will show you how to change the UIC and/or the Activity Name in mass.

: CAUTION!
N This should NOT be used as a lateral transfer!!

PREREQUISITES
The UIC that you are changing to MUST NOT exist in the database.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mass Changes from the program group.
3. Select UIC/Activity Name from the program list.

Hand
Heceipt
End Item Actions 3
Companent Actions ]
Bar CdSer Mbr Change

HRH Pending Turn-Inj Transfer
Database LT Transfer Actions
MFr Key Change

Bulk Azset Price Adjustment

Mass Changes Hand Receipt/Office
Location/5ub Location

Majf5ub Hand Receipt Holder

WarrantyiSvefLoaniL LIC Bckivity Mame
arrantySvefLoan/Lease Furd Cdjfippn

SKOyBITAAL Inventar

fe i Lateral TransFer/UIC Merge
Excess Actions b Transaction History Delete
Inventary Actions ]
Inkerfaces 3
Reports b
[nquities b
Help
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Mass Changing The UIC And/Or Activity Name

Before Continuing... STEP 1 :
¢ Click OK.
STEP 2:
a. UIC: Enter or browse for your UIC.
b. Click OK.

STEP 3:

a. To UIC: Enter the NEW UIC.

b. To Activity Name: Enter the NEW Activity
Name.

c. Click Submit.

UIC/Activity Name Mass Change

The Transaction Processed dialog box will be
displayed.

d. Click OK.

You will be returned to the Key Data screen.
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Mass Changing The Fund Code And/Or Appropriation Allotment Serial Number

Mass Changing The Fund Code And/Or Appropriation Allotment

Serial Number
MODULE: Hand Receipt

INTRODUCTION

This procedure will show you how to change the fund code and/or the appropriation allotment serial
number in mass.

PREREQUISITES

Both Fund Codes and/or Appropriation Allotment Serial Numbers must exist on the Fund Code Table.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Mass Changes from the program group.
3. Select Fund Cd/Appn from the program list.

Hand
Heceipt

End Item Actions 3
Component Ackions ]
Biar CdfSer Mbr Change

HRH Pending Turn-In| Transfer
DatabaseflUIC Transfer Actions  #
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes

Majf5ub Hand Receipt Holder

Hand Receipt/Office
Location)Sub Location

UL Ackivity Mame
YWarranty/5ve/LoanLease _—
Furd Cdféppn
SKOIBIT AAL T l
IBILjAAL Imventory Lateral Transfer/UIC Merge
Excess Actions b Transaction History Delete
Inventary Actions ]
Interfaces 3
Reparts k
Inquiries ]
Help
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Mass Changing The Fund Code And/Or Appropriation Allotment Serial Number

x| STEP 1:

e Click OK.

Before Continuing...

This change does not generate accounting transactions.
Contact your Finance and Accounting Office before processing.

STEP 2:

L2 [x

a. UIC: Enter or browse for your UIC.
b. Fund Cd/Appn: Enter or browse for the fund uIc: [ _|
code and/or appropriation allotment serial number
you want to change. Fund CdfAppn: |_| _|
c. Click OK.
ok | Clear | Exit |

Fund Code/Appropriations Allotment Mass Change - x|

2l a. To Fund Cd/Appn: Enter the NEW fund

~Key Data
U.:: P ———. code and/or appropriation allotment serial
e To number.
Fund CdjAppn: (Funu camppn: [ [ b. To Type Fund Id: If applicable, change the
Type Fund Id: Type Fund Id: | = type fund identification.
=

Remarks:

= Type Fund Identification Code
D

Submit | Cancel Exit I
Defense Working Capital Funds

(o] Other

¢. Remarks: Enter a justification as to why the fund code and/or appropriation allotment serial number
was changed.

d. Click Submit.

The Transaction Processed dialog box will be displayed.

e. Click OK.

You will be returned to the Key Data screen.

f.  Click Exit.

~~5% HINT!
;gg Remember...this is a Batch process and the changes will not take effect until the following day.
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Resetting The Depreciation Flag Indicator

Resetting The Depreciation Flag Indicator
MODULE: Accounting

INTRODUCTION
This section outlines the procedures for resetting the depreciation flag indicator. This would normally
be done after a Mass Lateral Transfer/UIC Merge. When that process is run, DPAS will reset the flag
to prevent the execution of the monthly depreciation.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Accounting icon, or select Accounting from the menu bar.
2. Select Depreciation Actions from the program group.
3. Select Depreciation Indicator Reset from the program list.

Accounting

Depreciation Actions Diepreciation Change
T E N Tl R Depreciation Indicator Reset

Real Property Actions k
CIP[WIP

Reparts 3
Inquiries 4
Help

STEP:

Depreciation Indicator Reset

Lo [x

Prior to executing this process, please verify that the o If you want to reset the flag, click Yes. If you
depreciation records have the correct Office, Task, and do not want to reset the ﬂag’ click No.

Job Order Numbers assigned.

Do you wish to set the Depreciation Indicator?
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Merging UICs Together
MODULE: Hand Receipt

INTRODUCTION
This procedure will show you how to merge an entire UIC to a new UIC.

PREREQUISITES

If your Activity uses the Document Register, then you will need to obtain a Lateral Transfer document
number before performing this process. The procedures for establishing a transfer document number
can be found in Chapter Two, Add Miscellaneous Document Numbers.

If you are only transferring single Hand Receipt Holder Numbers to another UIC, the Hand Receipt
Holder Number, UIC, Fund Cd/Appn MUST be established for the gaining UIC.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mass Changes from the program group.
3. Select Lateral Transfer/UIC Merge from the program list.

Hand
Receipt
End Item Actions k
Companent Actions }
Bar Cd/Ser Mbr Change

HRH Pending Turn-In/ TransFer
Database/UIC Transfer Actions »
Mfr Key Change

Bulk. Asset Price Adjuskment

Mass Changes Hand Receipt/Office
Location/Sub Location

Maiji5ub Hand Receipt Holder

warranty{SvefLoaniL LIIC i fetiviby Mame
arranty/SveiLoaniLease

d Fund CdfAppn
SKO/BIIIAAT Invent .

[BLLfAAL Inventory Lateral Transfer/UIC Merge

Excess Actions b Transaction History Delete
Inventary Actions }
Interfaces b
Reports b
Inquiries }
Help
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x| STEP 1:
FROM T0 5
we: | -] ve: | = a
Doc Nbr: _| Doehbr: | _| b.

ok | clear |  Exit

d. TO Doc Nbr: Enter or browse for the document number for the merge.

e.

Click OK.

STEP 2:

FROM Group Box:

a.

Fund Cd/Appn: Enter or browse for
the fund code and/or appropriation
allotment serial number for the UIC you
will be merging from.

HRH Nbr: If a specific HRH Nbr is to be
transferred, enter or browse for the HRH
Nbr.

TO Group Box:

C.

d.

e.

Fund Cd/Appn: Enter or browse for
the fund code and/or appropriation
allotment serial number for the UIC you
are merging to.

HRH Nbr: Enter or browse for the HRH

“#Mass Lateral Transfer /UIC Merge

L B R

- FROM

~TO

FROM UIC: Enter or browse for the
UIC you are merging from.

FROM Doc Nbr: Enter or browse for
the document number for the merge.
c. TO UIC: Enter or browse for the UIC
that you are merging to.

uIc:
Doc Nbr:

uIC:
Doc Mbr:

Fund CdjAppn: l— _I
—

HRH Nbr:

Fund CdfAppn: I I J

HRH Nbr:

[

Save Cancel Exit

Nbr with which you will be merging, if applicable.

Click Save.

The Transaction Processed dialog box will be displayed.

f.

Click OK.

You will be returned to the Key Data screen.

g.

Click Exit.
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STEP 3:

Upon performing this process, a depreciation flag is set to prevent the execution of the monthly
depreciation until the depreciation records are corrected/updated and the depreciation indicator is reset.

When depreciation records are corrected, perform a Depreciation Indicator Reset in the Accounting Module
under Depreciation Actions. If the flag is not reset, each user will be notified that a Mass Lateral Transfer/
UIC Merge has been processed when the user logs onto DPAS. It will also state that the depreciation
records affected by the Mass Lateral Transfer/UIC Merge must be corrected and updated and that the flag
must be reset before depreciation can be processed.
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Merging HRHs
MODULE: Hand Receipt

INTRODUCTION
This procedure will show you how to merge individual HRHs to a new UIC or within the same UIC.

PREREQUISITES

If your Activity uses the Document Register, then you will need to obtain a Lateral Transfer document
number before performing this process. The procedures for establishing a transfer document number
can be found in Chapter Two, Add Miscellaneous Document Numbers.

The Hand Receipt Holder Number MUST be established for the gaining UIC.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mass Changes from the program group.
3. Select Lateral Transfer/UIC Merge from the program list.

Hand
Heceipt
End Item Actions b
Component Actions »
Bar Cdfser Mbr Change

HRH Pending Turr-In/ Transfer
Database/ULC Transfer Actions ¥
Mfr Key Change

Bilk. Asset Price Adjustment

Mass Changes Hand Receipt/Office
Location/5ub Location
MaijfSub Hand Receipt Holder /
Waranty/SvclLoanL UIC Ackivity Mame
arranty/SvciLoan/Lease Fund Cdfdppn
SkCUBILIAAL L J :

FEILfAAL Inventory Lateral Transfer/UIC Merge
Excess Actions b Transaction History Delete
Inventary Actions 3
Interfaces b
Reparts 3
Inquiries 3
Help
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STEP 1:
2
FROM T0 a. FROM UIC: Enter or browse for the UIC for
uic: B uIc: [ the HRH you are merging (losing HRH Nbr).
Doc Nbi: J Y J b. FROM Doc Nbr: Enter or browse for the
oc Nbr: Doc Nbr:
document number for the merge.
- c. TO UIC: Enter or browse for the UIC that
0K | Clear | Exit | .
you are merging to.
d. TO Doc Nbr: Enter or browse for the
document number for the merge.
e. Click OK.
STEP 2: " Mass fteral Transfer /UIC Merge ==
] e[ “
FROM Group Box: oM o
a. Fund Cd/Appn: Enter or browse for EICN., E'CNh

the fund code and/or appropriation
allotment serial number for the UIC you

will be merging from. Fund CdfAppn: |— J Fund Cd/Appn: |— J

b. HRH Nbr: If a specific HRH Nbr is to be
transferred, enter or browse for the HRH | " oe M=l | oo -

Nbr.

TO Group Box:

c. Fund Cd/Appn: Enter or browse for
the fund code and/or appropriation
allotment serial number for the UIC you
are merging to.

d. HRH Nbr: Enter or browse for the HRH Nbr with which you will be merging, if applicable.

e. Click Save.

Save Cancel Exit

The Transaction Processed dialog box will be displayed.
f.  Click OK.
You will be returned to the Key Data screen.

g. Click Exit.

~~5» HINTS!
324~ This Mass Change process is done real-time.

You can use the same Miscellaneous Document Number that you created for the losing UIC, as well as the
gaining UIC, unless your Activity requires separate document numbers.

If there are any due-ins for the losing HRH, leave the losing UIC on DPAS and receive the item against the
losing UIC. Once the asset has been received, transfer the asset to the new UIC.

If you want to transfer a partial HRH to a new HRH, you can designate the assets you wish to transfer (prior

to this process) by going to Document Register>Detail Turn-In/Transfer> Add/Change/Delete.
You can also go to Hand Receipt>Database UIC Actions> Designate Assets For Transfer.
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Deleting The Transaction History
MODULE: Hand Receipt

INTRODUCTION
This procedure will show you how to delete the transaction history

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Mass Changes from the program group.
3. Select Transaction History Delete from the program list.

Receint
End Itern Actions b
Component Actions k
Bar Cd/Ser Mbr Change

HRH Pending Turn-InyTransfer
Database/UIC Transfer Ackions F
MFr Key Change

Bulk. Aisset Price Adjustment

Mass Changes Hand Receipt/Office

Locationf5ub Location

MaifSub Hand Receipt Holder

WarrantyfSve/LoaniL UL/ Ackivity Mame
arrankySve/Loan/Lease Eund Clfppn

SKOYBIL AAT Intventary

Excess fctions

Inventory Actians ]

Interfaces ;

Reports J

Inquiries ]

Help
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Transaction History Delete Mass Change x| STEP 1:
i
_T:r__p; - Ori‘;)n:m‘e wiFile Last Performed Dt: .
. ne lime L]
e B a. Type: Select the appropriate type.
# Report Tran Del Type:
~UIC Options
" Selective UIC: J Type
= All
D12 [Rerge — One Time The process will be performed in the
[ ST B Fnd Dt next batch cycle.
~Scheduled Tr Delete
=l I""""’"‘"": = IDE' Freqn: C Schedule The process will be performed during
&) Delted dssctsOnly the Automatic Batch Process Cycle for
the next scheduled frequency.
Info | submit | Clear | Exit |

-~ HINT!
% If you select Schedule, you will only be able to access the Scheduled Transaction Delete
Group Box.

When you process this transaction, you will receive a notice telling you to contact the Systems

Administrator that you have executed this process.

b. Options: Select the appropriate option..

Delete w/File

Screen.

Select this option to delete records from the Transaction History Table/Real Property History Table.
Transaction History Delete/Report (DP9T131R) will be printed displaying a message indicating a file
was created. To view and/or save this data use the FTP option on the Remote Button of the Report

Delete w/o File

was not created.

Select this option to delete records from the Transaction History Table/Real Property History Table. A
Transaction History Delete /Report (DP9T131R) will be printed displaying a message indicating a file

Report

Select this option to print a Transaction History Delete/Report (DP9T131R). This selection will not
delete any records from Transaction History Table.

c. UIC Options: If you want to delete the history for a specific UIC, select the Selective option and
then enter the UIC. If you want to delete the history for all UICs, select the All option.

Date Range Group Box:

d. Begin Dt: Enter the beginning date (YYYYMMDD format).

e. End Dt: Enter the ending date (YYYYMMDD format).

Scheduled Transaction Delete Group Box:

f.  Select All to delete all transactions. Select Deleted Assets Only to establish automated delete
criteria in the Accountable UIC Parameter Table.
g. Older Than: Designate a timeframe for which records are to be deleted.
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h. Del Freqn: Designate the frequency the delete will be performed.

Delete Frequency

Monthly

Quarterly

Annual (Fiscal)

Omm| o0 =2

Annual (Calendar)

i. Click Submit.

~~5 HINT!

é@; The Delete Assets Only selection will delete all records in the Transaction History Table and
Real Property History Table that meet the established criteria. (Only records that have no open
assets on the hand receipt tables will be deleted using this selection.) This is a mandatory entry

when ALL is not selected.
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Suspending Supply Actions

MODULE: Hand Receipt

INTRODUCTION

CH 2

The DPAS Supply Interface provides a means for Supply Systems to electronically feed (import)
Receipt and Reversal transactions to DPAS via manual input. When a Supply System submits a single
source of data input, i.e., a DPAS Supply Interface Import File, errors and duplication of data input
will be reduced. The Import File submitted by the Supply System will be received and processed by
DPAS in a batch process which is executed daily. In addition to “importing” data from the Supply
System, the DPAS Supply Interface will provide System Administrator and User Reports and status to
the Supply System via an export file. The data submitted on the import file must be compliant with
the specifications contained in the Interface Design Description, contained in Annex CC.8 of the DPAS
On-Line Help. An online Suspended Supply Actions feature is provided for the end user to correct
data received with “correctable” errors. Data received with “incorrectable” errors will be rejected to
the Supply System.

Import Process:

The Supply Interface Import file is an ASCII file, pushed by the Supply System to a DPAS directory
structure on the UNIX platform residing at Defense Enterprise Computing Center Detachment Dayton
(DECC-D Dayton). Data is considered unclassified with no encryption required. DPAS will archive/
remove the files from the directories on the UNIX platform when processing is complete.

Reject Files/Write to Pending Supply Action Table

Files will be rejected if the Header and/or Trailer is missing, the Header and Trailer Information does
not match, the Record Count in the Trailer is not accurate, or the Supply System Site ID is invalid.
When a file is rejected, a summary row is inserted to the Pending/Suspended Supply Actions Table
with a Status Code of ""FR" (File Reject), along with an appropriate error message. Detail rows
associated with a rejected file are not stored in the Pending/Suspended Supply Actions Table. Valid
files will have individual rows inserted to Pending/Suspended Supply Actions with an “FP” (File waiting
for Processing) as the Status Code.

Suspend Files/Validate Transactions
Files that are not rejected will be suspended if:

< The Current Sequence Number is not one (1) greater than the Current Sequence Number value
residing in the Sequence Control Table, OR...

% The Previous Sequence Number is not equal to the Current Sequence Number value residing in
the Sequence Control Table.

The individual rows will be updated in the Pending Supply Actions Table with a Status Code of “FS”
(File Suspend). Files that are not rejected or suspended will have their individual rows validated.
Conditions for row rejection include an invalid DPAS Database Name, a blank UIC or an invalid Action
Code. Those rows that pass validation will have their Status Code changed to “"RP” (new Row waiting
for Processing). Rows that are rejected will have their Status Code changed to “RR" (Record
Rejected, cannot be corrected).
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Export Process:

The Supply Interface Export file is an ASCII file, pulled by the Supply System from the directory
structure on the UNIX platform residing at Defense Enterprise Computing Center Detachment Dayton
(DECC-D Dayton). The Export file, which includes information about suspended files, rejected files
and rejected records, is retrieved by the Supply System for use in their batch processing. The Supply
System will remove the files from the UNIX directories when processing is complete.

Process Rejected/Suspended Files in Pending Supply Actions Table

Rows with a Status Code of “FR" (File Rejected) will not be written to the Export File and will not be
documented on the System Administrator's Report. All rows with a Status Code of “FR" will be
deleted. Summary rows with a Status Code of “FS” will be written to the Export File and deleted from
the database.

Process Rejected Transactions in Pending Supply Actions Table

All rows with a Status Code of “"RR” will be written to the Export File, documented on the System
Administrator reports and the row deleted.

Process Reported transactions in Pending Supply Action Table

All rows with a Status Code of "PR" (row Processed and Reported) will be deleted.
End User Processing:

The online process will allow the user to view unprocessed/suspended supply transactions (new
procurement, reversals) imported from an external supply system (e.g., BOSS). Transactions under
review for processing will contain Process Status Codes of “"S1”, "S2", or "S3”. Non-property book
transactions can be deleted while new procurement and reversal (decrease) transactions can be
processed utilizing the DPAS Jump Feature to the End Item Increase or End Item Decrease screens.
After processing an increase/decrease process, the Process Status Code (1st pos.) will be updated to
a "P” (e.g., S1 to P1). Records suspended because of catalog deficiencies can be corrected by
selecting the appropriate process (Catalog Add/Change/Delete or Mfr P/N Add/Change/Delete) from
the Toolbar Menu. Only catalog records suspended with a Process Status Code of "S1” (catalog row
not found and not inserted) will be updated. The Process Status Code in this example will be
changed from “S1” t0”S2". Data from the Suspended Supply Actions Table on chosen records will
populate the Key Data portions of all four processing screens when selected. Normal processing of
these screens will then proceed as outlined in the DPAS Users’ Manual.
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Suspended Supply Actions

This process will display unprocessed/suspended new procurement or reversal supply transactions
imported from an external supply system. The user can selectively process the transactions utilizing
the Selection List Box provided. When a new procurement record (receipt) is selected, the End Item
Increase Screen is populated with Key Data and associated processing data originating from the sup-
ply source. The same procedure will occur on reversal (decrease) type transactions by populating the
End Item Decrease Screen. Normal processing of these screens should take place as outlined in the
DPAS On-Line Help. The Catalog Add/Change/ Delete and Manufacturer Part Number Add/Change/
Delete processing screens are available from the Toolbar Menu to correct deficiencies associated with
cataloging. Missing mandatory data on all transactions/screens will require entry prior to processing
the record. When a non-property book asset is selected for a “delete action”, the transaction will be
written to the DPAS History Table and returned to the originating supply system as a reject.

PREREQUISITES
None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Interfaces from the program group.
3. Select Suspended Supply Actions from the program list.

Hand
Heceipt
End Item Actions 3
Compaonent Actions J
Bar CdfSer Nbr Change
HRH Pending Turn-InTransfer
DakabaseflJIC Transfer Actions »
Mfr Key Change
Biulk. Asset Price Adjustment
Mass Changes 4
Maj/Sub Hand Receipt Holder
Warranty/Svc/Loan/Lease
SKOBIIIAAT Inventary
Excess Ackions »
Inventory Ackions 4
Interfaces Suspended Supply Actions
— ) LIT Reclen
BpOHtS
> . Uit Level Logistics System
Inquiries 4
Help
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Suspended Supply Actions | STEP 1:
2|
- Selecti T Options .
cecion ype ’ a. Selection Group Box: Select the
LONV] [ ~ Al Al

appropriate option.

" HRH Nbr " Receipts € Date I

UIC Display all actions for the UIC
uic: [ J entered.
_ HRH Nbr | Displays only actions for the UIC
HRHNbr: | |
! and HRH Nbr entered.
Serial Nor: | Serial Displays only actions for the UIC
Nbr and Serial Nbr entered.

ok | clear | Exit |

b. Type Group Box: Select the appropriate type.

All Displays all suspended supply actions (increases and decreases).
Receipts Displays only suspended receipts (increases).
Reversals Displays only suspended reversals (decreases).

c. Options Group Box: Select the appropriate option.

All Displays all dates (no date restriction).
Date Displays actions for a specific date.
Older Than Displays all actions that were older than the specified number of days from the system.
d. UIC: Enter or browse for the UIC.
e. HRH Nbr: If you selected HRH Nbr, enter the HRH Nbr.
f. Serial Nbr: If you selected Serial Nbr, enter the Serial Number.
g. Click OK.
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If there were any suspended transactions, the following screen will be displayed:
e Y - (]~

h. Click OK.

[

This viewing screen will allow you to view,

S uspend,

led Supply Actions Yiew

Key Data
uIC:

delete, or select a suspended supply
transaction for processing.

i. Highlight and click on the Detail

Browse Button to view additional supply
transaction information.

OR

Highlight and click on one of the
displayed entries.

Stock Hbr

Serial Hbr Bar Cd Homen

0K I Delete Cancel Exit |

Click OK to process the increase/
decrease action.

¥*:Catalog Add/Change/Delete

Sl ]

Basic |Addt'| Attributes | Maintenance |

=101 ]

If the transaction is rejected for catalog

Key Data
Stock Nbr:

I

‘ ‘ Prev Stock Nbr: I ‘

data reasons, click E from the

Stock ltem Cd: | =] Mgtcd:| =

toolbar at the top of your screen to

Generic Nomen: |

Nomen: I LIN:

| FSC: |

correct the reject. When you click on
the catalog icon, the Catalog Add/

ul: | =l Unit Price:]

Change/Delete screen is returned.

Type Asset Cd: 'I Equip Deprn Cd: |
ACC: vl Y1 Svc Life:

ARC:I

ecc: [ 4]

j CIC:I

Dmil cd:|

=] Ref ca:

Ricc: |

[N [ER{EN

| " IT Asset

IT Device Cd: I _I

Delete | Add | Cancel

| Exit

i Manufacturer Part Number Add/Change/Delete
7 [T )
o ELNEERE
I.  If the transaction is rejected for
~Key Data
. Eﬂ Stock Nbr: Mfr Key:
manufacturer data reasons, click MrR Nomen:
from the toolbar at the top of your
screen to correct the reject. When you CAGE Cd:
click on the MFR icon, the Manufacturer it Parthoe |
Part Number Add
_ /Change/Delete screen . Bl s
is returned. IT Mt Cd: Request New IT Mir G|
Mir Name: I
Ref File Name ... || £
Related Data Delete Add Cancel | Exit |
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~Key Data

Bar Cd: uic: returned.
Serial Nbr: Doc Nbr:

Stock Nbr: Nomen:

Type Action: Due In Qty:

HAH Nbr: | [ | acqcost] =

Fund CdfAppn: I _I Mir ¥'r: Mir Key: I EI
Authn Ctl Nbr: | [ Acq Dt BH enoe | i
Mir Serial Nbr: | aty: I

Assel Cd: | 1| office: I
cpucd: | =1 Task ca:

Exp Cd: | =] || Job order Nbe: |

LofLe Cd: | =] |cntreo Nbr: |

Page 1 of 2 Related Data| Next Page | Save | Cancel | Exit |

If the transaction is rejected for reversal
reasons, the End Item Decrease screen is

returned.

End User Reports

If the transaction is rejected for receipt
reasons, the End Item Increase screen is

% End Item Decrease =10 x|
e 2l

elig. B E1E

Bar Cd: uic:

Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Type Action:

Doc Nbr: I‘ Qty: I Qty on Hand:

Efpt | E Acq Cost: |

Receiving DODAAC: I Transfer Type Cd: I j
[T Write Off Selling Price: |

Remarks:

Related Data

Save

Cancel Exit

The Supply Actions Report (DPTN321D) is a five-part report generated for end user purposes. The report
is sorted by UIC. Sections 2 through Section 5 of the report will be grouped by Major Hand Receipt Holder.

Section 1 is the Summary Report listing number of transactions currently suspended, records posted

to the database by BATCH processing since last report, records posted to the database by ONLINE
processing since last report, and records rejected by ONLINE processing since last report.

Section 2 is the Transactions Currently Suspended Report. It displays the Action Code, Supply Site

ID, Suspense Date/Time, Serial Number, Document Number, Stock Number, Fund Code, Management
Code, Office, Database Name, Transaction Date/Time, Suspense Reason and the following Status

Codes:

S1

S2 Row Suspended (Catalog row inserted)
S3 Row Suspended (Catalog row found)

CH 2
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e Section 3 is a report depicting the Records Posted to the Database by BATCH Processing Since Last
Report. It displays the Major Hand Receipt Holder, Action Code, Processing Date/Time, Supply System
Site ID, Stock Number, Document Number, Serial Number and the following Status Codes:

B2 Catalog row inserted by Batch, End Item Increase performed by Batch
B3 Catalog row found, End Item Increase performed by Batch
P2 Catalog row inserted by Batch, End Item Increase performed by GUI

e Section 4 is a report depicting the Records Posted to the Database by ONLINE Processing Since Last
Report. It displays the Major Hand Receipt Holder, Action Code, Processing Date/Time, Supply System
Site ID, Stock Number, Document Number, Serial Number and the following Status Codes:

P1 Catalog row inserted by GUI, End Item Increase performed by GUI
P2 Catalog row inserted by Batch, End Item Increase performed by GUI
P3 Catalog row found, End Item Increase performed by GUI

e Section 5 is a report depicting the Records Rejected by ONLINE Processing Since Last Report. It
displays the Major Hand Receipt Holder, Action Code, Supply Site ID, Suspense Date/Time, Serial
Number, Document Number, Stock Number, Fund Code, Management Code, Office, Database Name,
Transaction Date/Time and the following Status Codes:

R1 Rejected (complete)

R2 Rejected (Catalog row inserted)
R3 Rejected (Catalog row found)
RR Row rejected and reported

Below is an example of this report:

FERORT:  DRTN3ZLD DEFENSE PROPERTY ACCOUNTAEILITY SYSTHM DATE: Z000110% TIME: 09:45 PAGE: 1
SUPPLY ACTIONS REPORT
Transactions Currently Suspended
UIC:  ACTBLL
HEH IR
Supply Systew Code: B

ACTION  SUPBLY
CODE SITE I SUSPENSE DATE/TIME CSERIAL NUMEBER DOCUMENT NUMEER STOCK NTMEER STATUS COLE
FND CODE MCT CODE (FFICE DATABASE MAME TRANEACTION DATE/TIMNE BAR CODE
1 20001102/ 03450573 8l

FMA0-2 20001003 /10544653
SUSPENSE FEASCN: INVALID ACTION CODE

STATUS CODE Definitions - 510 Suspended (Stock Mumber not found in Caralog and not added)
82: Suspended (Stock Muber added to Catalog)
53: Suspended (Stock Muber foumd on Catalog)

END OF FEPORT
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DPAS Accounting Interfaces
MODULE: Accounting

Accounting transactions, as listed below, are created by DPAS when property book gains, losses, or
changes in status occur for capital assets. The data generated is stored in a standard DPAS system table
until it is forwarded to the designated accounting system. This will enable the financial output to be
formatted in accordance with requirements established by DFAS accounting systems receiving this data.

TYPES OF PROPERTY DATA FUNCTION CODE ASSET CODE
Equipment In Transit X802 I,J, K
Equipment in Use X803 I,J, K
Equipment With Contractor X804 I, ], K
Asset Depreciation Expense X805 ALL
Transfer-In of Capital Asset X815 ALL
Transfer-In of Prior Depreciation X816 ALL
Transfer-Out of Capital Asset X817 ALL
Transfer-Out of Accumulated Depreciation X818 ALL
Capitalization of Purchased Assets X819 ALL
Transfer-Out of Accumulated Depreciation on

Other Losses X820 ALL
Other Gains X821 ALL
Other Losses X822 ALL
Sale with a Gain X823 ALL
Sale with a Loss X824 ALL
Gain on Disposition of Assets X825 ALL
Loss on Disposition of Assets X826 ALL
Transfer-In of Accumulated Depreciation on

Other Gains X827 ALL
Transfer-Out of Accumulated Depreciation on a

Sale with a Gain X828 ALL
Transfer-Out of Accumulated Depreciation on a

Sale with a Loss X829 ALL

<% The UIC Table is used to hold the last serial number assigned to the document number written to the
transactions. Each day this serial number is reset to “0001".

< Depreciation is computed, by user request, each month. Prior to computing the current month’s
depreciation, DPAS re-computes the amount of depreciation that should be incurred. In the event
there is a difference, DPAS generates an adjusting transaction.

= NOTE:
\ > Differences are the result of assets being reclassified, activation date changes, price changes,
\\// residual value changes and/or prior accumulated depreciation amount changes.

% DPAS accounting transactions reflects the net dollar amount of the transaction. Transactions that
contain negative amounts have a Maintenance Code of “"M” whereas transactions that contain positive
amounts have a Maintenance Code of “A”.
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Defense Busin Man men m (DBMS) Interf:

The DBMS Interface consists of a header record, a detail record for each Accountable transaction for the
period and a trailer record. The header and trailer records contain “control” data to ensure all
transmissions are complete and to ensure the data is processed in sequence. DPAS will automatically
execute the DBMS Interface process during batch processing when Accountable transactions
reside on the Accounting Interface Table and the Fin Sys Cd is equal to a “"B”. Upon completion
of the process, the output will be electronically sent to the designated DBMS platform for updating of the
DBMS accounting records. In the event DPAS fails to make an automatic transfer of data to DBMS, the
DPAS System Administrator will initiate action to identify the reason and re-transmit when the connection
is reestablished. The DPAS System Administrator also has the responsibility for re-transmitting files that
were previously transmitted, but were “lost” or “unreadable” by DBMS. The DPAS Interface process will
automatically produce a DPAS/DBMS Interface Report detailing transactions sent to DBMS in the interface.
The report format and the detailed layout of the DBMS Interface follow:

Upon successful execution of the DPAS Interface to DBMS, DPAS will produce the DPAS/
DBMS Interface Report DPTS011D containing the transactions sent to DBMS. The report format
is defined in Annex Y and is identical to the manual reporting process.

ndard In rial Fun m (SIFS) Interf
Four types of transactions are generated for the SIFS Interface:

ZIR  Monthly detail depreciation expense transaction.

ZG5 Monthly summary depreciation transaction for assigned organization code and type of asset.

ZGC Detail asset transaction. Generated when any change is made to the property book that affects
capital asset accounting, i.e., new receipt, turn-in, price adjustment, etc.

ZGD Reflects total dollar value of assets and total accumulated depreciation by general ledger account
code.

< The SIFS Interface will be electronically sent to the designated SIFS platform during DPAS batch
processing. In the event DPAS fails to make an automatic transfer of data, the DPAS Systems
Administrator (SA) will initiate action to identify the reason and re-transmit. Sixteen DPAS
transmissions will be retained for re-transmittal of data.

< Upon successful execution of the DPAS Interface to SIFS, DPAS will produce the DPAS/
SIFS Interface Report DPTS021D containing the transactions sent to SIFS. The Standard
Industrial Fund System (SIFS) Interface Report DPTS021D consists of seven parts. Part I lists assets
received on post. Part II lists assets that have been placed in use. Part III lists assets that have been
turned in. Part IV lists monthly depreciation amounts for depreciating assets. Part V lists assets that
have been received with prior depreciation. Part VI lists assets that have been turned in with
accumulated depreciation. Part VII reflects total dollar value of all assets and depreciation by general
ledger account code. This program is executed automatically with each batch cycle. The detailed
records on parts I-VI of the report reflect the same accounting transactions that are automatically
passed to the SIFS for automatic general ledger updating. Refer to Annex Y of the DPAS On-Line Help
for report format.
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In rial Fund A ntin m (IFAS) Interf

The IFAS Interface consists of a header record, a detail record for each individual UIC, and a trailer record.
The header and trailer records contain “control” data to ensure all transmissions are complete and to
ensure the data is processed in sequence. DPAS will automatically execute the IFAS Interface
process during batch processing when accountable transactions reside on the Accounting
Interface Table and the Acct Sys Cd is equal to a “"C”. Upon completion of the process, the output
will be electronically sent to the designated IFAS platform for updating the IFAS accounting records. In the
event DPAS fails to make an automatic transfer of data to IFAS, the DPAS System Administrator will initiate
action to identify the reason and retransmit when the connection is reestablished. The DPAS System
Administrator also has the responsibility for re-transmitting files that were previously transmitted, but were
“lost” or “unreadable” by IFAS. The DPAS Interface process will automatically produce a DPAS/IFAS
Interface Report detailing transactions sent to IFAS in the interface. The report format and detailed layout
of the IFAS Interface follows:

Upon successful execution of the DPAS Interface to IFAS, DPAS will produce the DPAS/IFAS
Interface Report DPTS031D containing the transactions sent to IFAS. The report format is
defined in Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction Register
Report.

Financial and A nting Man ment Information System (FAMIS) Interf:

The FAMIS Interface consists of a header record, a detail record for each individual UIC, and a trailer
record. The header and trailer records contain 'control' data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the FAMIS Interface process
during batch processing when accountable transactions reside on the Accounting Interface Table and the
Acct Sys Cd is equal to a “C". Upon completion of the process, the output will be electronically sent to the
designated FAMIS platform for updating the FAMIS accounting records. In the event DPAS fails to make
an automatic transfer of data to FAMIS, the DPAS System Administrator will initiate action to identify the
reason and retransmit when the connection is reestablished. The DPAS System Administrator also has the
responsibility for re-transmitting files that were previously transmitted, but were “lost” or “unreadable” by
FAMIS. The DPAS Interface process will automatically produce a DPAS/FAMIS Interface Report detailing
transactions sent to FAMIS in the interface. The report format and detailed layout of the FAMIS Interface
follows.

a. Upon successful execution of the DPAS Interface to FAMIS, DPAS will produce the DPAS/FAMIS
Interface Report DPTS031D containing the transactions sent to FAMIS. The report format is defined in
Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction Register Report.

. NOTE:
\ » The Accounting Transaction Register Report process described in Annex Y of the DPAS On-Line
\ Help is not applicable for UICs with an Acct Sys Cd equal to a “C".

b. All of the data contained in the detail record is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS’s internal processing. For the first transmission of data by an Accountable UIC,
the prior sequence number will be “000” and the current sequence number will be *001”. For each
subsequent transmission, the prior and current sequence numbers will be incremented by one.
Following transmission of sequence number “999” the next current sequence number will be “001”
with the prior sequence number being “999”. Refer to the References for the file layout for this
interface.
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Washin n Allotment A ntin m (WAAS) Interf

The WAAS Interface consists of a header record, a detail record for each individual UIC, and a trailer
record. The header and trailer records contain “control” data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the WAAS Interface
process during batch processing when accountable transactions reside on the Accounting
Interface Table and the Acct Sys Cd is equal to a “"G"”. Upon completion of the process, the output
will be electronically sent to the designated WAAS platform for updating the WAAS accounting records. In
the event DPAS fails to make an automatic transfer of data to WAAS, the DPAS System Administrator will
initiate action to identify the reason and retransmit when the connection is reestablished. The DPAS
System Administrator also has the responsibility for re-transmitting files that were previously transmitted,
but were “lost” or “unreadable” by WAAS. The DPAS Interface process will automatically produce a DPAS/
WAAS Interface Report detailing transactions sent to WAAS in the interface. The report format and
detailed layout of the WAAS Interface follows.

< Upon successful execution of the DPAS Interface to WAAS, DPAS will produce the DPAS/
WAAS Interface Report DPTS041D containing the transactions sent to WAAS. The report
format is defined in Annex Y of the DPAS On-Line Help and is identical to the Accounting Transaction
Register Report.

E-Biz Interface

The e-Biz Interface consists of a header record, a detail record for each transaction for the period, a
summary record of total acquisition cost and total accumulated depreciation by asset code, and a trailer
record. The header and trailer records contain “control” data to ensure all transmissions are complete and
to ensure the data is processed in sequence. DPAS will automatically execute the e-Biz Interface process
during batch processing when Accounting transactions reside on the Accounting Interface Table with Acct
Sys Cd equal to an “E” and Process Sts Cd equal to spaces. Upon completion of the process, the output
will be electronically sent to the designated e-Biz platform for updating of the e-Biz accounting records. In
the event DPAS fails to make an automatic transfer of data to e-Biz, the DPAS System Administrator will
initiate action to identify the reason and re-transmit when the connection is reestablished. The DPAS
System Administrator also has the responsibility for re-transmitting files that were previously transmitted,
but were “lost” or 'unreadable' by e-Biz. The DPAS Interface process will automatically produce a DPAS/
e-Biz Interface Report detailing transactions sent to e-Biz in the interface. The report format and the
detailed layout of the e-Biz Interface follow.

a. Upon successful execution of the DPAS Interface to e-Biz, DPAS will produce the DPAS/e-Biz Interface
Report DPTS401R containing the transactions sent to E-BIZ. The report format is defined in Annex Y
and is identical to the manual reporting process.

7. NOTE
M\ \// The Accounting Transaction Register report process described in Annex S of the DPAS On-Line
\ Help is not applicable for UICs with an Acct Sys Cd equal to a “E".

b. All the data contained in the detail record layout is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS's internal processing. For the first transmission of data by a UIC, the prior
sequence number will be *000” and the current sequence number will be *001”. For each subsequent
transmission, the prior and current sequence numbers will be incremented by one. Following
transmission of sequence number “999”, the next current sequence number will be 001" with the
prior sequence number being "999". Refer to the References for the file layout for this interface.
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Defense Workin ital Fund A ntin m (DWAS) Interf

The Defense Working Capital Fund Accounting System (DWAS) Interface consists of a header record, a
detail record for each transaction for the period, a summary record of total acquisition cost and total
accumulated depreciation by asset code, and a trailer record. The header and trailer records contain
“control” data to ensure all transmissions are complete and to ensure the data is processed in sequence.
DPAS will automatically execute the DWAS Interface process during batch processing when Accounting
transactions reside on the Accounting Interface Table with Acct Sys Cd equal to a "D” and Process Sts Cd
equal to spaces. Upon completion of the process, the output will be electronically sent to the designated
DWAS platform for updating of the DWAS accounting records. In the event DPAS fails to make an
automatic transfer of data to DWAS, the DPAS System Administrator will initiate action to identify the
reason and re-transmit when the connection is reestablished. The DPAS System Administrator also has
the responsibility for re-transmitting files that were previously transmitted, but were “lost” or “unreadable”
by DWAS. The DPAS Interface process will automatically produce a DPAS/DWAS Interface Report detailing
transactions sent to DWAS in the interface. The report format and the detailed layout of the DWAS
Interface follow.

a. Upon successful execution of the DPAS Interface to e-Biz, DPAS will produce the DPAS/e-Biz Interface
Report DPTS401R containing the transactions sent to e-Biz. The report format is defined in Annex Y
and is identical to the manual reporting process.

w NOTE:
\ \//\ The Accounting Transaction Register Report process described in Annex S of the DPAS On-Line
= Help is not applicable for UICs with an Acct Sys Cd equal to a “E".

Z

The Accounting Transaction Register report process described in Annex y is not applicable for UICs with an
Acct Sys Cd equal to a “E".

b. All the data contained in the detail record layout is extracted from the Accounting Interface Table and
formatted to the system interface requirements. The sequence number assignment will be
accomplished by DPAS’s internal processing. For the first transmission of data by a UIC, the prior
sequence number will be "000” and the current sequence number will be *001”. For each subsequent
transmission, the prior and current sequence numbers will be incremented by one. Following
transmission of sequence number “999”, the next current sequence number will be 001" with the
prior sequence number being "999". Refer to the References for the file layout for this interface.
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Logistics M rnization Program (LMP) Interf:

Three types of transactions are generated for the LMP Interface:

ZIR Monthly detail depreciation expense transactions.

ZGS Monthly summary depreciation transaction for assigned organization code and type of asset.

ZGC Detail asset transaction. Generated when any change is made to the property book that affects

capital asset accounting, i.e., new receipt, turn-in, price adjustment, etc.

a. The LMP Interface will be electronically sent to the designated LMP platform during DPAS batch
processing. In the event DPAS fails to make an automatic transfer of data, the DPAS Systems
Administrator (SA) will initiate action to identify the reason and retransmit. Sixteen DPAS
transmissions will be retained for retransmittal of data.

b. The Logistics Modernization Program (LMP) Interface Report DPTS421D consists of seven parts.

e Part I - lists transactions with invalid asset codes that will not pass to LMP.
e Part II lists assets that have been placed in use.

e Part III lists assets that have been turned in.

e Part 1V lists monthly depreciation amounts by asset.

o PartV lists prior depreciation amounts for assets that have been received.

e Part VI lists accumulated depreciation on assets that have been turned in.

o Part VII reflects total dollar value of all assets and depreciation by general ledger account
code.

This program is executed automatically with each batch cycle. Refer to References for the detailed
records on Parts I-VI of the report.
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Real Property Interfaces
MODULE: Accounting

PRIDE Interface

The software program PRIDE is the official source for National Guard Real Property. The PRIDE Interface
provides National Guard users with an automated process/depository to update/overlay real property
assets and improvements for reporting purposes.

In r Faciliti m (IFS) Interf
A. OVERVIEW

As the Army (DoD) must account for Personal Property, they must also account for Real Property. In
the Personal Property world, DPAS will perform the property book and fiscal accountability function
for the Army's Real Property. To perform this accountability, the IFS and DPAS have established a
two-way interface to accommodate getting the Real Property records loaded to the DPAS. IFS will still
continue to perform for the Army the functions that it currently performs, since it performs more than
just Real Property accountability. DPAS will not replace IFS as we are doing generally with SPBS-R.
The initial records loaded to DPAS and subsequent updates/changes will pass back and forth via the
interface process. DPAS is being used to update subsidiary/general ledgers on Real Property as it
does on the Personal Property side. The point of the Interface is that IFS passes information to DPAS,
and the Army produces their fiscal reports on Real Property from DPAS. DPAS serves as the
reporting tool, IFS as the management tool.

The plan as scoped out between IFS and DPAS does NOT - repeat NOT - envision IFS personnel to
manipulate IFS data in DPAS. In fact, IFS records are flagged within the system and input to the
fields are blocked. All actions performed on Real Property are supposed to be accomplished within
the IFS and the interface process is to take care of getting to/updating the asset within DPAS.

SORES

. NOTE:
v

Capital Improvements to the records can be accomplished through direct input into DPAS.

It is envisioned, however, that the IFS personnel may/will access to the DPAS to perform inquires
and/or reports on the data. This is logical if for no other reason than to validate that the two systems
are in sync with data. The requirement to establish security and give permissions and the like to the
DPAS for these functions should fall to the person who is providing this service at the site under nor-
mal implementation procedures.

B. BACKGROUND
I. WHAT IS THE IFS/DPAS INTERFACE?

This is a two-way interface between the IFS and the DPAS. The interface allows IFS to pass real
property data to DPAS. DPAS creates the accounting transactions for the applicable accounting inter-
face and calculates the depreciation. DPAS passes the depreciation information back to IFS. Using
DPAS, the PBO enters improvements and mass changes to the IFS data. DPAS then passes this infor-
mation back to IFS.
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II. HOW DOES THE IFS/DPAS INTERFACE WORK?

a. The IFS batch process creates batch transactions based upon the Directorate of Public Works
(DPW) input. There are four types of transactions. They are:

A - Add of a basic asset record.

I - Add of an Improvement to a basic asset record.

C - Change to either a basic asset or improvement record.
D - Deletion of either basic asset or improvement record.

oooO0o

Each transaction contains a Real Property database id of the originating IFS database and a DPAS
database id (Site Id) of the target database. The DPAS Site Id is the database id of the funding UIC.

b. When IFS runs its batch process, a batch is created and transmitted via FTP to an intermedi-
ate server at DECC-D, Dayton.

c. On a daily basis, DPAS executes a script that reads in all the batches from the various IFS
sites. The batches are validated for sequence number, record count, and total dollar value.
Batches that fail this initial validation are rejected or suspended in their entirety. An error
message is placed on the Real Property Export (LHRE) Table for processing in step g below. If
the batch passes the initial validation, the header and trailer records are deleted and the
transaction records are placed on the Real Property Import (LHRI) Table for processing in the
DPAS daily batch cycle.

d. As the daily batch cycle runs on each DPAS database, a task executes which processes the IFS
transactions for the database. The task accesses the LHRI table using the executing DPAS
Site Id as the key. All rows matching the key are processed. The process starts with data ele-
ment validation. If a data field fails the validation, the transaction is rejected. The process
writes the transaction to the LHRE table with a text error message and creates a detail record
for a report. If the record passes the data element validation, further validation against the
database occurs. If the record fails this validation, the transaction is rejected. The process
writes the transaction to the LHRE table with a text error message and creates a detail record
for a report. All records that pass the validation processes update the Real Property (LHBK)
table. Additionally, records update the Real Property History (LHBZ) table and the Accounting
Transaction (LHA4) table (when applicable). A report detail record is also created.

e. On a monthly basis (after the depreciation is calculated), a DPAS task executes to create
depreciation and reconciliation data for IFS. For each real property asset on the DPAS data-
base that is identified as being an IFS asset, transactions will be written to the LHRE table for
the accumulated depreciation amount and the dollar amount. These depreciation and recon-
ciliation transactions will be written to batches for IFS in step g below. A report will be cre-
ated of these transactions.

f.  On an “as required” basis, the PBO may enter improvement and mass change data online.
The online programs generate transactions to the LHRE table for forwarding in batches to IFS
in step g below.
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g. On a daily basis, DPAS executes a script that creates batches on the intermediate server for
IFS to retrieve via File Transfer Protocol (FTP). There are four types of batches that are iden-
tified by their file extension:

DAT - are the improvement and mass change transactions created in step f above.
ERR - are the error messages created in step c and d above.

RCN - are the reconciliation transactions created in step e above.

DPR - are the depreciation transactions created in step e above.

ooogd

Based upon the Real Property database id in the transactions, batches are written to the correct direc-
tory structure on the intermediate server.

h. The IFS pulls the batches for each site via ftp. The IFS processes the batches.
i. IFS users have the option of rejecting any "DAT”, "RCN”, “"DPR” or “"ERR” transaction received

from DPAS. Transactions are sent via batches to DPAS. DPAS will place the rejected transac-
tions in a report for the PBO to review.
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Adding A Component
MODULE: Hand Receipt

INTRODUCTION

This section outlines the procedures for adding a component in DPAS. This may require you to use
the Document Register and Authorizations (if applicable to your Activity).

PREREQUISITES

The component item must be cataloged.

If you are required to use the Document Register and/or Authorizations, refer to Chapter One,
Adding Authorizations and Requesting a Document Number before performing this process.

If you are auto assigning your bar codes, a bar code prefix will need to be established. The Property
Book Officer usually establishes these codes. This process can be found in Chapter Seven.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
3. Select Increase from the program list.
Hand
Receipt
End Item Actions »
Companent Actions
Bar CdfSer Nbr Change Decrease
HRH Pending Turn-In|Transfer Transfer
DatabasefIUIC Transfer Actions *
Selected Change
MFt Ky Change Skl
Bulk Asset Price Adjustment S
Mass Changes N Price Adjustment
Majf5ub Hand Receipt Holder
YWarranty/3vc/Loan/Lease
SKO/BIAAT Inventary
Exiess Actians 4
Invenkory Ackions 4
Inkerfaces ¢
Reparts 4
Inguiries L
Help
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Key Data

~Typ
o

STEP 1:

e Action

New Procurement " Bulk Asset Catalog

El Iner a. Type Action: Select the type of action for

SwckWbr:| | [ I |
SeralNoe| | SeralNee[ Higher Assemblage Group Box:

© Transferin € Admn Ad] Rpt [AARY DEprChy adding the component to the property book.
C Reversal  C Ammunition [ Gost Embedded \':*“"‘ 211 b, Bulk Asset: Check this box if the component is
Higher Assemblag comp — bulk managed.
DoeNbr: [ c. Cost Embedded: If the cost of the component
BarCd:  Prefix.. is embedded into the cost of the End Item,
par o —I l—l_ Auto Assign CheCk thIS bOX.

o | _ o | _ Eat | d. Bar Cd: If your Activity uses bar codes, enter

the bar code of the End Item that the compo-
nent is being assigned. Proceed to step g.
Stock Nbr: If your Activity does not use bar codes, enter the stock number of the End Item that the
component is being assigned.

Serial Nbr: If you Activity does not use bar codes, enter the serial number of the End Item that the
component is being assigned.

Component Group Box:

Doc Nbr: Enter the document number that is being used to add the component to the property book.
Bar Cd: If your Activity uses bar codes, enter the bar code of the component; otherwise, you can
leave this field blank. If you want DPAS to automatically assigned your bar codes and you have
established a bar code prefix assignment, click on the Prefix... button. Select the appropriate prefix.
Stock Nbr: Enter or browse for the stock number of the component.

j. Serial Nbr: Enter the serial number of the component.

k. Click OK.

STEP 2: !:ﬁ’.tnnlpnnentlncrfae ;|g|§l|

NN ;

a. Qty: If the component is bulk managed, e HRH Nbr
enter the number of components being ST T
added. Stock Nbr: Nomen:

b. Acq Cost: Enter the cost of the component. B

c. Fund Cd: Enter or browse for the e = fieq Cost =
appropriate fund code. Fona capopn: [ [ ] MirKey: | e

d. MfrKey: Enter or browse for the appropriate  [#9% = £ o =
manufacturer of the component. assetcd: | S| ofice: r—

e. Acq Dt: Enter the date the component was cptica: | | raskess [
purchased (YYYYMMDD format). You could | ®ece | =l aob order e
also click on the calendar button and select CotP Mo
the appropriate date. Page 1 of 2 Related Data| NextPage | Save | cancel |  Exit |

f. Eff Dt: Enter the date the HRH signed for the
component (YYYYMMDD format). You could also click on the calendar button and select the
appropriate date.

g. Asset Cd: Select the appropriate asset code. Refer to References for appropriate codes.

h. Cptl Cd: Select the appropriate capitalization code. This code defaults to N/A but can be changed if
there is an exception. Refer to References for appropriate codes.

i. Exp Cd: Select the appropriate expense code. The item is either funded or unfunded.

j. Office: Enter the Office. Policy varies by Agency. Refer to DPAS Help for Agency guidance.
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LTOo>53

wn -

<

Task Cd: For capital assets, enter the task or function where costs are to be charged. This should be
provided by your Finance and Accounting office. This field can be left blank for non capital assets.
Job Order Nbr: For capital assets, enter the job order number used to track costs. This should be
provided by your Finance and Accounting office. This field can be left blank for non capital assets.
Cntr/PO Nbr: Enter the contract or purchase order number, if applicable.

Click Next Page.

Loc: Enter or browse for the physical location of the asset.

Sub Loc: If desired, enter the sub location of the asset.

Asset Sts Cd: If applicable, select the appropriate asset status code (inbound, layaway, not in use, or
outbound).

Local Use: Enter any applicable local information (this is a free field).

Req Kit Qty: Enter the authorized quantity of a particular asset within a set or kit assemblage, if
applicable.

Transfer Type Cd: If the asset was transferred in, enter the type of transfer. Refer to References
for appropriate codes.

Remarks: Enter any applicable remarks, if required by your Activity.

Ref File Name...: Click this button if you wish to attach a file to this item.

Click Save.

When you process the transaction, the following dialog box is displayed:

a. Select Print Bar Cd Label if you wish to print a bar
Transaction Processed. code label to your bar code label printer.
. . b. If the component is capital, you can activate for depre-
D el Eene ciation at this time.

[~ Print Bar Cd Label c. Click OK.

[~ Activate Capital Asset

You will be returned to the Key Data screen.

oK d. Click Exit.
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Practical Exercise: Components

Title: Components

Objectives: At the completion of this case study the student should demonstrate a capacity to
perform the necessary actions to add components to an end item.

Prerequisites: The component items must be in the catalog prior to adding them to your end item.
If your activity builds authorization of document records they may have to be built prior to adding them on
the property book

Requirements:

References: Reference in the manual Chapter Two, Add a Component.

Scenario: The IT (Information and Technology) department has been experiencing a huge loss in IT
components lately. In an effort to catch the guilty party your supervisor has advised you that you will now

track all components of your IT equipment separately.

Instructions: Perform the necessary actions in DPAS to add the following component to your Pentium
ITT computer.

Given:
Mother Board $234
Disk Drive $587
Zip Drive $199

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Deleting Components
MODULE: Hand Receipt

INTRODUCTION
This section outlines the procedures for deleting a component in DPAS.

PREREQUISITES

If your Activity uses Excess reporting in DPAS, refer to Chapter One, Excessing An Asset.

If your Activity uses the Document Register, refer to Chapter One, Obtaining a Turn-In Document
Number, before performing this process.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
3. Select Decrease from the program list.

Hand
Receipt

End Item Actions 3

Component Actions Increase

Bar CdjSer Mbr Change

HRH Pending Turn-In/Transfer Transfer

Database/UIC Transfer Actions  *

M Key Change Selected Change
Shock Nbr Change

Bulk, Asset Price Adjustment

Price Adjustment

Mass Changes 3
MaijiSub Hand Receipt Halder
Wiarranty/Svi/Loan/Lease
SKOBITBAT Inventory

Excess Actions »
Inventory Actions k
Interfaces 3
Reparts 2
Inquiries 4
Help

290



Deleting Components

STEP 1:
x|
d|
_T:u?:::,"msposa. ik Ameet ‘ a. Type Action: Select the type of action to remove
the component from the property book.
¢ Transter Out e — b. Bulk Asset: If the component is bulk managed,
e Y — | check this box.
® sl o] .|| ¢ BarCd: If your Activity uses bar codes, enter the
® At N i bar code of the compon_en_t. Proceed to step XX.
¢ Fipt of SurveylLDD ot [ .| d. Stock Nbr: If your Activity does not use bar
 Soementof Charges | csode_:s,I i‘n;er t?fe stocI; qgmtszr of thetcompbonent.
¢ e. Seria r: If your Activity does not use bar
: :"TH“ Bar Ca: -] — codes, enter the serial number of the component.
stock or: | If the component is bulk managed, then this field is
¢ Mass Turn-in Serial Nbr: [] not accessible.
[ ok |  clear | Exit | f. Doc Nbr: This field is only accessible for Mass

Transfer Out and Mass Turn In actions.

g. Higher Assemblage: This group box is only accessible if you checked Bulk Asset. If bulk man-
aged, enter the bar code (if used by your Activity) OR enter the stock number and serial number of
the higher assemblage (End Item).

h. Click OK.

STEP 2:

L NE ElRa -

a. Doc Nbr: Enter or browse for the appli- | _keypata
cable document number. Bar Cd: uic:

b. Qty: For bulk items, enter the quantity Serial Nbr: HRH Nbr:
you are removing; otherwise this field is Stack Ner: Momen:
not accessible.

c. Eff Dt: This field is displayed but can be 7= = o [ onyantand:
changed, if necessary. FiEoE L Acq Cost: |

d. Acq Cost: This field is displayed and can- Transter Type Od: | =
not be changed. | ite o Selling Price: |

e. Transfer Type Cd: Select the appropri- Remaric: |
ate type of transfer. Refer to Chapter One,

Adding Items To The Property Book, for
definitions of these codes. BelotedData _Sove | Camcet | Ext |

f.  Write Off: If you want to write off the
depreciation expenses, check this box. Refer to the HINT box in Chapter One, Removing An Asset
From The Property Book.

g. Selling Price: This field is only accessible if the type action is Sales. Enter the selling price of the
asset.

h. Remarks: Enter a remark for removing the component.

Click Save.

The Transaction Processed dialog box will be displayed.

j.

Click OK.

You will be returned to the Key Data screen.

k. Click Exit.
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Practical Exercise: Deleting Components

Title: Component Delete

Objectives: At the completion of this exercise the student should demonstrate a capacity to remove
components from the Property Book.

Prerequisites:
References: Reference in the manual Chapter Two

Scenario: The computer that has an asset tied to it as a component is incorrect and needs to be
corrected.

Instructions: Use the knowledge that you have gained from Chapter Two to remove components
from the Property Book.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Changing Information About A Component
MODULE: Hand Receipt

INTRODUCTION

The Selected Changes process is used to change basic information about a component asset. The
user can change any of the fields that are not grayed on the screen. What cannot be changed using
this process are the Serial Number, Bar Code and Acquisition Cost.

Once the transaction is processed, a Financial, Supply, UIT/CBS-X, and/or DoDSASP transaction will
be produced, if necessary.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
3. Select Selected Change from the program list.

Hand
Receipt

End Item Actions F |
Component Actions Increase
Bar CdfSer Mot Change Decrease
HRH Pending Turn-Inj Transfer Transfer
Database/lUIC Transfer Actions
Mfr Key Change

Bulk Asset Price Adjustment

Selected Change

Stock Kb Change

Price Adjustment

Mass Changes 3
Majf5ub Hand Receipt Holder
Warranty/Svc/Loan/Lease
SKO(BITIAAT Inventary

Ewiess Actions }
Inventary Actions k
Interfaces b
Reports 3
Inquiries b
Help
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‘ " Bulk Asset ‘

STEP 1:

a. Bulk Asset: Check this box if the compo-
nent is bulk managed.

b Ix

Comp Higher A

Barca: [ | Barca: [ |

Stock Nbr: _I Stock Nhr:l _I

Serial Nbr: | .|| seriat nbr:|

Component Group Box:

||| b. Bar Cd: If your Activity uses bar codes,

enter or browse for the bar code of the com-

ok | Clear | Exit

ponent. Proceed to step e.
c. Stock Nbr: If your Activity does not use bar
codes, enter or browse for the stock number

of the component.

d. Serial Nbr: Enter or browse for the serial number of the component. This field is not accessible for

bulk assets.
e. Click OK.

ST

NOTE:

N
\O > If the component is bulk managed, you will need to enter the bar code OR stock number and
\

STEP 2:

a. All the information that was used when  [KexPata

you added item is displayed. You can
change any of the available fields. You

N
/ serial number of the higher assemblage end item.

may need to click Next Page to display

other fields.
b. Once you have made the necessary
changes, click Save.

The Transaction Processed dialog box will be
displayed.

c. Click OK.

s Component - Selected Change 1ol x|
3 = ed|
Bar Cd: uIC:
Serial Nbr: HRH Nbr:
Stock Nbr: Nomen:
Doc Nbr: Fund CdjAppn: I
Mir Key: Eff Dt BH  Acqoe | =
Asset Cd: I j Office: I
Cptl Cd: I j Task Cd: I
Exp Cd: | =1 || Job Order Nbr: |
CntrfPO Nbr: I
Page 1 of 2 Belated Data| Next Page | Save | Cancel | Exit |

You will be returned to the Key Data screen.

d. Click Exit.

If you changed the Office field of a capital asset, the following dialog box is displayed:

Component /Selected Change 5[

Do you want to update the Depreciation Office
on the Asset and all of its improvements
with the Office value?

xes No

Click Yes if you want to update the Depreciation
Office on the asset. Otherwise, click No.
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Changing The Stock Number Of A Component
MODULE: Hand Receipt

INTRODUCTION

This process allows the user to change the Stock Number of one specific component asset. The Bar
Code or Stock Number/Serial Number is entered to select the particular asset. Once the new Stock

Number is entered, review the information displayed and change any that are necessary

If the Document Register is being used, this transaction requires an AAR Document be built prior to
processing. If you have not built the Document before entering this process you can use the Jump

Button on the Menu Bar to build it without leaving this process.

If all of the assets under this Stock Number are to be changed to a new Stock Number, it is faster/
easier to use the Stock Number/Selected Change process under the Catalog — Mass Changes Menu.

If the Expense Code and/or the Asset Code are changed, the record will be evaluated and a Financial
Transaction will be produced, if necessary.

PREREQUISITES

If your Activity uses the Document Register, you will need to obtain an AAR document number. The
process for obtaining the AAR document number can be found in Chapter Two, Add Miscellaneous
Document Numbers.

The new stock number must be cataloged.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
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3. Select Stock Nbr Chg from the program list.

Hand
Receipt

End Ikem Actions

Component Actions
Bar CdjSer hbr Change
HRH Pending Turn-Iny Transfer
Database/IIIC Transfer Actions
MFr Kew Change

Bulk Aisset Price Adjustment

Mass Changes

Increase
Decrease
Transfer

selected Change

Stock Mbr Change

Price Adjustment

Majf5ub Hand Receipt Holder

YWarranky/5ve/Loan/Lease

SKOBIT/AAT Inventory

Excess Actions

Inventary Actions

Intetfaces
Reports
Inquiries
Help
STEP 1:
al
[ —— T | a. Bulk Asset: Check this box if the asset is bulk managed.
- 1
: Component Group Box:
Bar Cd: |—_| P P
Stock Nbr: | [=] b. Bar Cd: If your Activity uses bar codes, enter or browse
Serial Nbr: | ] for the bar code of the component. Proceed to step f.
o c. Stock Nbr: If your Activity does not use bar codes, enter
—~Higher A blag
the stock number of the component.
Barcd: | [ d. Serial Nbr: If your Activity does not use bar codes, enter
Stock Nbr: | [ =] the serial number of the component. This field is not
Serial Nbr: | [ accessible for bulk assets.
o e. Higher Assemblage Group Box: If the component is
StockNbr: | EI bulk managed, enter the bar code OR the stock number
' and serial number of the higher assemblage end item.
T e = f. -I;?r Stock Nbr: Enter or browse for the new stock num-
g. Click OK.
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STEP 2: ¥ Component Stock _umber Change alglﬁ
b S e '
a. Exp Cd: Ensure that this is the correct  keyData
expense code for this asset. Bar Cd: vic:
b. Asset Cd: Ensure that this is the cor- Serial Nbr: HEH Nbr:
rect asset code for this asset. FROM ~T0
c. Doc Nbr: If your Activity requires a Stock Nbr: Stock Nbr:
document number, enter or browse for Nomen: Nomen:
the document number.
Exp Cd: I j Mfr Key: _I
SHORTCUT! Asset Cd: I ﬂ Acq Cost: I
*-‘%‘ For Activities requiring document pochbe | ] aty: —
numbers for stock number
changes, you must obtain an AAR :
document number for this process Belated Data| _ Sove | Gancel £xlt

by selecting the MISC tool button
at the top of this screen.

d. Mfr Key: The previous stock number’s manufacturer key will be displayed (for IT assets). Check to
make sure this key is correct. Delete the displayed key and click the browse button to display all the
keys for the new stock number and select the appropriate key.

e. Click Save.

The Transaction Processed dialog box will be displayed.

f. Click OK.

You will be returned to the Key Data screen.

g. Click Exit.
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Changing The Price Of A Component
MODULE: Hand Receipt

INTRODUCTION

This process is used to change the Acquisition Cost of a component asset.

If the asset was originally determined to be a Capital Asset and the Price Adjustment lowers the Cost
of the asset to a value below the Capital Asset Threshold, the user will be asked whether the asset
should continue to depreciate. If the asset is to continue to depreciate mark the Capital Funds radio

button, otherwise mark the Non-Capital Funds radio button.

A financial transaction will be produced automatically based on the information entered.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Component Actions from the program group.
3. Select Price Adjustment from the program list.

Hand
Receipt

End Item Actions

Campanent Actions

Biar CdSer Nor Change

HRH Pending Turn-InTransfer
Database/UIC Transfer Actions
Mt Ky Change

Bulk &sset Price Adjustment

4

Mass Changes

MajfSub Hand Receipt Halder

Warranky/3vciLoanLease

SKOYBITIAAT Inventory

Excess Actions

Inventary Actions

Intetfaces

Feports
Inquities

Help

Increase
Decrease
Transker

Selected Change
Skock Mbr Change
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STEP 1:

b |x

a. Type Action: Select if the action is to cor-

Type Action

Barca: [ .|

 Correction

Stock Nbr: |

]

rect the price or if the price has been reval-
ued. Refer to Chapter Two, Changing The
Price Of An End Item for the definitions.

" Revaluation Serial Nbr: |

Bar Cd: If your Activity uses bar codes,
enter or browse for the bar code of the com-

=]/ b.

ponent. Proceed to step e.
c. Stock Nbr: If your Activity does not use bar
codes, enter or browse for the stock number

of the component.

Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the com-

Clear | Exit

d.
ponent.

e. Click OK.

STEP 2:

a. Acq Cost: The current price is displayed.
Change to the correct price.

b. Sys Id: If you want to assign this item as
part of a system, enter your local system
identification code.

c. Task Cd: If the asset is being made a cap-
ital asset, enter the task code for this asset.

d. Job Order Nbr: If the asset is being made
a capital asset, enter the job order number
for this asset.

e. Remarks: You MUST enter a remark indi-
cating the reason you adjusted the price of
the asset.

f. Click Save.

¥ Component Price Adjustment - EI|5|
BERE o

~Key Data

Bar Cd: uic:

Serial Nbr: HRH Nbr:

Stock Nbr: Nomen:

Acq Cost I D Sys Id:

Task Cd: I Job Order Nbr:

Remarks: I

BRelated Data Save Cancel Exit

The Transaction Processed dialog box will be displayed.

g. Click OK.
You will be returned to the Key Data screen.

h. Click Exit.
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If the asset is capital and you are adjusting the price below the threshold amount or if the asset was not
capital and you are adjusting the price at or above the threshold amount, the following dialog box is
displayed:

Capitalization

If the asset is to be considered Capital, select Capital Funds.
If the asset is to be considered Non-Capital, select Non-Capital

' Capital Funds Funds.
e Click OK.

¥ 2 NOTE:
\ If you selected Capital Funds, you can activate the item
\// for depreciation from the Transaction Processed dialog box.

" Non-Capital Funds
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Transferring A Component
MODULE: Hand Receipt

INTRODUCTION

This process provides for the interactive transfer of a component between two (2) hand receipt
holders and/or UICs within the same database. All lower level components will be updated during
this process. UIC security will be validated using the UIC (To).

When the component is embedded (Cmpn Cost Cd = Y), the process will verify that the total cost of
embedded components on the gaining assemblage does not exceed the acquisition cost on the end
item. If the total cost of the embedded components on the gaining assemblage exceeds the
acquisition cost, an error message will be displayed and the user will not be able to process
transaction until a price change is made on the end item to include costs of the embedded
components.

When the UIC is changed, the applicable financial transactions will be generated for the component
and all lower level components. The end item total cost will be decreased by the total acquisition cost
of all non-embedded (Cmpn Cost Cd = N) components affected by this process. A transaction history
record is written for each component and each depreciation/multiple cost record affected by this
action.

When the transaction is processed, a management message will be written to the Management
Message Table. The transaction process box will be displayed with options OK and Mgt Msg. If user
selects OK, the Key Data dialog box will be displayed. If the user selects Mgt Msg, a dialog box will be

displayed listing all management messages written by the user, program and UIC. When record is
selected, user will be able to enter data in the user message text area.

PREREQUISITES

If your Activity uses the DPAS Document Register module, you must create a Lateral Transfer
document.

If your activity uses the DPAS Authorization Module, a valid authorization must exist for each asset
being transferred in.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Component Actions from the program group.
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3. Select Transfer from the program list.

Hand
Receipt

End Ttem Actions

Compaonent Ackions

Bar Cd/Ser Mbr Change
HRH Pending Turn-IniTransFer
Dakabase/UIC Transker Actions

-

Increase
Decrease

Transfer

Wi Key Change Selected Change
Stack Hbr Ch

Bulk Asset Price Adjustment T

Miss Changes N Price Adjustment

MaifSub Hand Receipt Holder

Warranty/SvefLoanLease

SKOYBIL/AAL Inventary

Excess Actions 4

Inventary Ackions }

Interfaces ¢

Reparts 4

Inquiries }

Help

« STEP 1:
|
BarCd: | [= Component Group Box:
Stock Nbr: | | I BulkAsset
Serial Nbr: | | a. Bar Cd: If your Activity uses bar codes, enter or
Higher Assemblage From browse for the bar code of the component. Proceed
Bar Cd: |a—_| to step d. L
i b. Stock Nbr: If your Activity does not use bar codes,
Stock Nor: | [ enter or browse for the stock number of the
Serial Nbr: | _I component.
- Higher Assemblage To c. Serial Nbr: If your Activity does not use bar codes,
Barct: | - enter or browse for the serial number of the
component.
Stock Mbr: I _I . . .
U | o d. Bulk Asset: Check this box if the asset is bulk
Serial Nbr: managed.
’TI Clear | Exit |

Higher Assemblage From Group Box:

e. If the Bulk Asset check box was selected, enter the Bar Cd (if your Activity uses bar codes) OR enter
the stock number and serial number of the higher assemblage end item.
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Higher Assemblage To Group Box:

f. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code of the item to which you are
transferring the component. Proceed to step i.

g. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock nhumber of the item
to which you are transferring the component.

h. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item
to which you are transferring the component.

i. Click OK.

. 3 m v =[3lx|

a. Doc Nbr: If your Activity uses the Document .;,,:d. i i
Register, enter your DoDAAC or UIC. Serial Nbr: HRH Nbr:

b. Block: If your Activity uses the Document Stock Nbr: Nomen:
Register, enter or browse for the appropriate
block number range. i S &

c. Qty: For bulk assets, enter the quantity you aty: [ s D E|
are transferring. e l—ﬂ Omies. ——

d. Loc: Enter or browse for the physical location 5o = I
of the asset. s | g e | |

e. Sub Loc: If required by your Activity, enter
the sub location of the asset. EETE) I I I

f. Local Use: Enter any desired text in this field.

g. Fund Cd/Appn: This field is displayed and cannot be changed.

h. Exp Cd: This field is displayed and cannot be changed.

i. Office: This field is displayed, but can be changed if necessary.

j. Task Cd: This field is displayed, but can be changed if necessary.

k. Job Order Nbr: This field is displayed and cannot be changed.

l.

Click Save.

The Transaction Processed dialog box will be displayed.

m. Click OK.

You will be returned to the Key Data screen.

n.

Click Exit.
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Inquiries Overview

Each inquiry screen displays a list box containing all the data elements that appear in the module. The
selection of a single or multiple data elements (maximum of ten) can be used to narrow the selection of
records for the inquiry.

Inquiry Objectives

Upon completion of this DPAS module, you will be able to:
> Identify the tools buttons on your query screens
» Select fields for your query

» Display results of your query
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The Tools On Your Query Screens

Tools on the End Item Serial and Component Serial/Bulk query screens:

Catalog/Mfr |  Djsplays Catalog/Manufacturer data for your record.
IT{Excess Displays ARMS/Excess data for your record.
Accounting Displays Accounting data for your record.

Inventory Displays Inventory data for your record.

41y

Deprn Displays Depreciation data for your record.

Tools on the End Item Bulk query screen:

Catalog/Mir | Djsplays Catalog/Manufacturer data for your record.

Excess | Displays Excess data for your record.

Inventory Displays Inventory data for your record.

Tools on the SKO/BII/AAI query screen:

SKO/BIIAAI | Displays SKO/BII/AAI data for your record.

Inv Displays SKO/BII/AAI inventory data for your record.

:

Publ Displays Publication data for your record.

Tools on the Catalog query screen:

IT Displays ARMS data for your record.

E:

Maint Displays Maintenance data for your record.

Tools on All query screens (these are found on the bottom of the query screens):

Previous Displays the Previous record.
Displays the Next record.
New Inquiry Allows you process a new query.

Exit Exits the query screen.

i
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Displaying Query Results
MODULE: Inquiries

INTRODUCTION

The following process will show you how to use the inquiries in DPAS. Inquiries can be viewed in two
formats:

e Card View: A record by record query view (this is the default format).
¢ Report View: User-directed data elements displayed in a spreadsheet format which can be
exported to a text or Microsoft Excel file.

PREREQUISITES
None
STEPS TO PERFORM ACTION (for Card View)

1. Select the module for which you will be querying.
2. Select the Inquiries from the program group.
3. Select the inquiry topic you wish to generate from the program list.

End Item Serial Inquiry STEP 1:
Selection Fields: Selected Fields and Values: 2]
ACC e . .
et Fipt Nir You can query on any of the fields in the
Acq Cost - - .
fcq Dt Selection Fields list box OR you can select
action Cd o multiple fields for your query.
Appn Alot Serial Nbr il
Asset Cd
i €1l Nor pe a. Scroll down the list box and select the
B Hstbr field you want to query. You can select
CAGE G et I Dt Ch this field by highlighting it and click on
o ot Saeoied Lol the black arrow that points to the right
Cman Cd OR you can simply double-click on the
gurow: field.
:Ill md _"_I

View

f. ;::10“ Menu Favorites oK Clear Exit

o¥y NOTE:

\\\////// You can de-select a field simply by clicking ﬁ

If you want to select everything on a particular table, just click OK without selecting any
fields.
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b. Once you have selected the field(s) you wish to query, you will need to set the criteria for the search.
Click on the drop down list and select the applicable operator.

= Equal to > Greater than

<> Not equal to => Greater than or equal to
< Less than Range of values

<= Less than or equal to List Creates a list of values

c. Once you have your operator set, enter the value you are searching. For example, if you were looking
for everything that had an acquisition cost of $5,000 or more, you would select the Acq Cost field, set
the operator to => (greater than or equal to), and in the value box, enter 5000 (no commas or deci-
mal points are needed).

-~ HINT!

4=~ You can perform wildcard searches on any field by using the asterisk (*). For example:

)

7025*
*7025

= Searches for 7025 at the beginning of the field.

= Searches for 7025 at the end of the field.
*7025* = Searches for 7025 anywhere in the field.

d. Once you have entered all your search criteria, to process the inquiry, click OK or press the Enter (or
Return) key on your keyboard.

A card view format screen similar to the following is displayed:

CH 2

1 October 2004

¥# End Item Serial Inquiry

| Catalog."Mfr| IT/Excess | Inwventory | Accounting | Deprn

Bar Cd: ADP-1

Stock Nbr:  702500F000568

Serial Nbr:  APD-1 Nomen: CPU, COMPUTER PENTIUM
BASIC

uIC: WOMEAA Doc Nbr: WOMEAAZ2620001
HRH Nbr: 111111 Authn Ctl Nbr: 970523
[Total Cost: $100,000.00 Cmpn Cd:
Fund CdfAppn: 22 11111 Acq Cost $100,000]00
lhcq Dt: 20030402 Mfr vr: 2003
laCC: M Mfr Key: 0
lAsset Cd: K Eff Dt 20030402
Cptl Cd: Office: DPASSTAFF
lAction Cd: 1 Task Cd;

ecord Counter W

R il

Ne

ew Inquiry | Exit

308



Displaying Query Results

More Tool Buttons

The buttons below are found on the bottom of the query screen.

Menu Displays system inquiry menus. For example, if you are in the End Item Serial

inquiry and you want to go to the Catalog query, click this button and it will display
the other modules. Select the module and type of query you want to perform.

Eavorites . .
Allows you to save any favorite queries.

Displays everything on a particular table.

Gl Clears any data you have entered into a window.

Previous . .
Displays the previous record.
Displays the next record.

New Inguiry Returns processing to the inquiry selection criteria window.

EERUERD ©

Exit Exits out of the process without submitting any information for processing.
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Displaying Your Query In Report Format

INTRODUCTION

The following process will show you how to display your queries in report format. Report Format will
allow you see multiple records instead of one record at a time.

PREREQUISITES

None

STEPS TO PERFORM ACTION (for Report View)

PN =

End Item Serial Inquiry

Selection Fields:

ACC -
Acct Rpt Nbr

Acq Cost

Acq Dt

ARC

Action Cd

Appn Alot Serial Nbr

Asset Cd _I
Asset Sts Cd é
Authn Ctl Nbr /_I
Authn Inv List Nbr

Bar Cd

CAGE Cd

Selected Fields and Valu

Cause of Last Inv Dt Ch
Cause of Last Rl Dt Ch
Cause of Suspected Lo
clic

Cmpn Cd

CntrfPO Nbr

Menu Favaorites oK

Clear

Select the module for which you will be querying.
Select the Inquiries from the program group.
Select the type of inquiry you wish to generate from the program list.
Select the Report View radio button.

Exit

CH 2
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STEP 1:

a.

d.

Scroll down the list box and select the
field you want to query. You can select
this field by highlighting it and click on
the black arrow that points to the right
OR you can simply double-click on the
field.

Once you have selected the field(s) you
wish to query, you will need to set the
criteria for the search. Click on the drop
down list and select the applicable
operator. Enter your search criteria.
Once you have your operator set, enter
the value you are searching. For
example, if you were looking for
everything that had an acquisition cost
of $5,000 or more, you would select the
Acq Cost field, set the operator to =>
(greater than or equal to), and in the
value box, enter 5000 (no commas or
decimal points are needed).

Click OK or press Enter on your key-
board.
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STEP 2:

Selection Field: Fields to be viewed:

ACC e Key Fields

) . Acct Rpt Nbr Serial Nbr =l
a. Select the fields that you want displayed Acq Cost Stock Nbr

. . Acq Dt
on your query. These fields will be ARC
. . - 1on
displayed in the Selected Fields Appn Alot Serial Nbr - E
- Asset Cd Selected Fields

WII’ldOW. Asset Sts Cd

=l
b. Click OK or press Enter on your At b L N

Bar Cd
keyboard. CAGE Cd
Calibration Cd
Cause of Last Inv Dt Chg
Cause of Last Rcl Dt Chg

\\m«m\ NOTE: glacuse of Suspected Loss
\G > The fields displayed in the Key Cman ¢
"~ Fields are the indexedfields for ~ |crwire hur

this table. You cannot change or Cpuld ..
delete any of these fields.

il

[~ H
Eavorites I 0K I Clear Cancel |

STEP 3:
n
Serial Nbr | Stock Mor | Barcd | Dox Hbr | HRH Major o | &
0000LLC 68453 1111111570003 HRI
0098LLTI28157 1121 LU11130570000 524114 e Useyour scroll bars to scroll through the
0LASSET NEWEAROL  DOCMERI2Z51111  HUTHz2 X
W 155T-LIND 01ASSET ASST-LINL WOOD1822591111 1 records. You can also double-click on
W ASST-LINZ 0LASSET ASST-INZ - MODO1822591111 1 . . :
e nsTI-SER 0LASSET ASTI-BAR  MODO1E22591111  HRH10S | the record you wish to view in card
e BaRASSETOL 01ASSET BARASSETOl  DOCMERIZZS1111  HUTHZZ format
@eRaRASSTZE 01ASSET BARASSTZE  DOCMERIZZSITIS  HUTHZ3 '
@ 02as5ET-BAR D2ASSET 02ASST-BAR  DOCMBRIZZ51112  HUTHZ3
@ sarassETOZ D2ASSET BARASSETOZ  DOCMBRIZZS51112  HUTHZZ
@ BIaC-Bn1 n2RIGC02 BIGC-EBARI  DOCNBR1I92113  STEFKS
@ BIGCDRR NPRIGCOR BIGCDFR. DOCNER11921111  HUTHZ2
[ NPRIGCOR BaR-1 DOCNER11921111  STEFKS
e ser-2 NPRIGCOR BaR-2 DOCNER11921111  STEFKS
@ parassETOS 03ASSET BARASSETO3  DOCMBR12Z51113  HUTHEZ
@ parassETO4 03ASSET BARASSETO+  DOCMBRIZZ51113  HUTHEZ
weror 066662569512 POl TB330022970001 989993
e nat 07LG2568 ERROODIZ247  ERROOI31SSO00L 111111 =l
Retrieved Rows: 50 Total Rows: 2558
Export | Print | Next 50 | Retrieve All |
Card View | Cancel | New !nquilyl Exit |

The Tool Buttons:

Export . . . . .
=il This will allow you to export to either a text file or to Microsoft Excel.

£ This will allow you to print your query. If your report is over 80 characters wide, DPAS
will display a message telling you that your report is over 80 characters wide and that
you should change your printer to landscape mode, compressed print, or reduce the
number of characters prior to printing. You will have the option to continue.

L0 This will allow you to display the next 50 records. The window will only display about 50
records, so use your scroll bars to scroll through the records.

Betrieve All

LEEE

This will retrieve all the records. If you have more than 250 records, DPAS will display a
message telling you that you are retrieving more than 250 records and that this process
could take some time. You will have the option to continue.
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Card Yiew
Cancel

New Inquiry

fREL

Exit

CH 2
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This will display the highlighted record in card view format.
This will cancel your display and return you to the previous screen.
This will allow you to generate a new inquiry.

This will exit the query.
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Favorites

File Locations

Prior to storing any query, you must point DPAS to the file location to where you wish to store your
queries.

1. From the DPAS Main Menu, click on Eile.
2. Select User Defaults from the program group.

¥ User Defaults

STEP 1:

Lelx

Basic |Doc Reaister | Cataloa | Bar Code | Excess | Maint | File Locations | Report |

e Click on the File Locations tab.

uic: (I

Office: r
HRH Nbr: I
Fund Capappn: | | ]

0K I Clear Exit

STE P 2 : “*User Defaults x|

2

a. H|ghl|ght INQUIRY FAVORITES. Basic | Doc Reaister| Cataloq | Bar Code | Excess | Mai File Locati IF\EDurtI
b. Click Modify.

File Types Locations

IQR DIRECTORY

INQUIRY FAVORITES
REF FILE DIRECTORY
PDCD RPT DIRECTORY

Modify |

0K I Clear Exit
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User Defaults

Use browse button to select desired directory.

File Name: INQUIRY FAVORITES

STEP 3:

a. Directory: Click on the browse button and select
the path to which you will be saving your favorite
queries. For example: C:\Desktop\Favorite

Directony: .
rectors: | Queries.
b. Click OK.
-~ HINT!
oK I Clear Cancel — g . q q
: »= "~ If you are going to share your favorite queries
with others on your database, you may want
to store your queries on a shared drive.
STEP 4: " User Defaults x|
Jd
a CI|Ck QK Basic | Doc Reqister | Catalog | Bar Code | Excess | Mai File Locati |REDOI’|I
The Transaction Processed dialog box is Wewpes e
. ‘TQR DIRECTORY C:\Progran Files\DOD\DPAS\DPASRET
displayed. THQUTRY FAUORITES C:\Documents and Settingsimelanie.
REF FILE DIRECTORY
PDCD RPT DIRECTORY
b. Click OK.
Modify |

You are returned to the DPAS Main Menu.

0K I Clear Exit
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Storing Your Favorite Queries

There may be times where you may want to save your query for future use. You can save either in Card
View or Report View.

You can store an infinite number of favorite queries.
This exercise will illustrate how to store your favorite queries.
1. Create a query that you may generate routinely.

Favorites

2. Click on the button.

The following screen is displayed:

a. Query Name: Give your favorite query a name.

This name can be up to 30 characters long.

Query Name: I
b. Click Add to Favorites.
Add to Favorites Delete from Favorites |
Once you click on the Add to Favorites button, your
=l query is displayed in the window.
=

oK Cancel

If you have not entered a path for storing your queries, the following error message will be displayed:

& validation error has occurred X

@ Directory path does not exist, Must be defined in User Defaults
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Retrieving Your Favorite Queries

To retrieve a stored query:

1. Go to the type of query you wish to process (for example: Hand Receipt > End Item Serial), and the

type of viw in which you saved the favorite query.

Favorites

2. Click the button.
STEP:
Query Name: | a. Highlight the query you wish to generate.
b. Click OK.
Add to Favorites Delete from Favorites |
Assets for HR Hand Rept =
Aosets GT 2500 1 = You can now process your query.
=
0K | Cancel |

Deleting A Favorite Query

1. Go to the type of query you wish to delete (for example: Hand Receipt > End Item Serial).

Favuorites

2. Click the button.
STEP 1:
Query Name: | a. Highlight the query you wish to delete.
b. Click Delete from Favorites.
Add to Favorites Delete from Favorites |

oK Cancel

STEP 2:

e If you wish to delete the query, click Yes, other-
wise, click No.

e -
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Favorite Inquiries

Query Name: I

Add to Favorites

Delete from Favorites |

Assets GT 2500

Cancel

=

STEP 4:

o (lick Exit.

You will be returned to the DPAS Main Menu.

STEP 3:

e Click OK.

End Item Serial Inquiry
Selection Fields:

ACC E

Acct Rpt Nbr
Acq Cost
Acq Dt

ARC

Action Cd ™
Appn Alot Serial Nbr
Asset Cd

Asset Sts Cd

Authn Ctl Nbr

Authn Inv List Nbr

Bar Cd

CAGE Cd

Cause of Last Inv Dt Ch
Cause of Last Rel Dt Ch
Cause of Suspected Lo
Clic

Cmpn Cd

CntrfPO Nbr

Cond Cd

Fo Od =
4 3

View
& Card
" Report

|
|

Menu

Selected Fields and Values:

Favaorites

ol

oK Clear Exit
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Creating A Query List

There may be times when you would want your query to display a variety of data. For instance, you may
want to display assets of different stock numbers or assets for different hand receipt holders, etc. This
process will illustrate how to create lists for your queries.

In this exercise, you will display assets on the Hand Receipt that have a variety of Federal Supply Classes.

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inquiries from the program group.
3. Select End Item Serial from the program list.

Hand
Receipt

End Item Actions J
Component Actions

End Item Seial

Bar Cd/5er Mbr Change

HRH Pending Turn-In/Transfer End Item Buk :

Database/UIC Transfer Actions gt SRS

M Key Change Bu||l< Ttem Average (;ust

Bl Asset Price Adjustment Vel malbesep it
Manage [nventories

Mass Changes ¥ Pending Database Transfers

HRH Pending Turn-Iny Transk
MajfSub Hand Receipt Halder T I

WarrantyrSvc/Loan/Lease
Warranty/SvefLoan/Lease #i5vcoan|

SKOIBILAAT
SKQUBIIAAL Invenkary iy
Eutess Actors N Dietail Turn-In| Transker
dsset Redistributi
Inventory Ackions 4 .sse - ,n, HHon
Disposal Activiy
Inketfaces v Disposal Designes Cd
dsset Redistribution History
Reports 4
Help
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End Item Serial Inquiry x| STEP 1:
Selection Fields: Selected Fields and Yalues: 2|
o Inv Lis r ﬂ - reate List . - .
g:ﬁhﬁvt::: B el e a. Scroll down the Selection Fields list and select
Deprn Cd the FSC field.
Ecc b. In the Operator drop down list, scroll down and
Excess Action JQI select the operator IN.
Excess ltem Wbt L. c. Click on the Create List button.
Evpr D1
Fund Cd
HRH Inv List Nbr
HRH Major Nbr
HRH Major Nbr Inv
HRH Sub Nbr
:'::FéHNil:h Nbr Inv
Yiew
@ Card
¢ Report Menu Eavorites OK Clear Exit
STEP 2:
. ) . f Add
a. Enter 7025 in the first window. _—
b. Click Add. __ Delete |
c. Repeat steps a and b and use the FSCs 2320 and 1005. =
d. Click OK.
You are returned back one screen.
e. Click OK.
If you manipulate through the inquiry, you will notice that the KN LI_I
only records displayed have an FSC of either 7025, 2320, or ok |
1005. Since you are in card view format, you may need to as ey | Sl |
click on the Catalog/Mfr button to display the FSC.

f.  When you are done reviewing your query, click Exit. You will be returned to the DPAS Main Menu.
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Printing An Inquiry Screen

There may be times when you wish to perform a screen print. Currently, there is no button that will
perform this function.

This exercise will illustrate how to perform a screen print and adding the date/time stamp to your screen.
This can be done using any screen in DPAS, not just the query screens.

1. On any inquiry screen, you can depress L | from the tool bar at the top of the screen.
The Print dialog box is displayed.

2. Select your desired printer.
3. Click OK.

Your file should now print to the designated printer.
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Options On The Toolbar

This displays the first page of your report.

=

This only displays the next page of your report.

=

This displays the /ast page of your report.

=

This allows you to sefect which page in your report you want to see.

2

This allows you to zoom in (or magnify) your report.

3

This allows you to zoom out (or de-magnify) your report.

=

This allows you to close the output window you are in.

=

This allows you to save your report.

@

This allows you to print your report.

=)

This allows you to preview your report.

L

This allows you to export a file to another application.

8

This allows you to view two pages.

B

This allows you to view four pages.

I3

This allows you to view six pages.

3

This allows you to open a new file.

k3

This allows you to get help on anything that is displayed in the Eureka window. When you select the
Context Help button from the toolbar your pointer changes to look like the Context Help button. You
can then click any part of the Personal Edition window, including a menu selection, toolbar button,
and so on, to get help on that item.
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Printing A Report

To print a report use the following steps:

1. With your report still displayed, click @ on the toolbar.

The Windows Print dialog box similar to the following is displayed:

2lx]

— Prirter

Mame: HFP Lazerlet 8000 Series PCL FProperties... |

Status: Ready

Type: HP Laser)et 8000 Series PCL

Where:  LPTZ

Comment: I~ Print to fle
— Print range Copie:

o al Nurnber of copies: |1 3:

" Pages [rom:|1 go:l

! ¥ | Collate
) Selection
QK. I Cancel |

Here, you can change the printer you want to print to, set a print range, change the properties and/or
determine the number of copies you want printed — just like any other Windows application.

2. Click Cancel for this exercise (we may not have a printer to print to). Of course normally, you would
click OK.

3. Click I ; this will close the output window.
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Printing To A Remote Printer

INTRODUCTION

You can send your report to a network printer (such as a high-speed printer) by using the FTP option,

or you can use the MORDS option.

File Transfer Protocol (FTP)

File Transfer Protocol (FTP) is a program that allows you to copy a file from one machine to another.
In this case, you are given the capability to copy your print files to your own print server or PC or any

other addressable machine you have access to.

PREREQUISITES

You will need to have an IP Address and Password to the machine you are FTP'ing to.

STEPS TO PERFORM ACTION

With your list of reports displayed, select the report you want to FTP and click _ Remote |,

Remote pracess T IELLLAR
I FIR e Check the FTP check box.

" MORDS

Close |

STEP 2:

a. IP Address: Enter a valid IP Address for the printer.

b. FTP User Id: Enter your user id for the printer you
are printing to.

c. FTP Password: Enter your password for the printer
you are printing to.

d. Click OK.

CH 2
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Print Reports via FTP x|
2l
IP Address: [ -
FTP User Id: | -
FTP Password: |
0OK I Clear | Cancel
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Deleting A Report

To delete a report, use the following steps:

1. With your list of reports displayed, highlight the report you want to delete.
2. Click Delete.

A dialog box similar to the following is displayed:

Confirm Record Delete :: X|

a. Click Yes to delete.

Report DPTKO21R  will be deleted.

Do you wish to continue?

No
b. Click OK. X
You are returned to the Reports Menu. d ) Report was successfully deleted
c. If you want to delete another report you can do so at this time; oth-
erwise, click Exit and you will be returned to the DPAS Main Menu.
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Other Options In The Reports

There are other options in the Reports queue available to you. They include:

Refresh |

This button will re-display the list of available report files.

Module:

fan [ This will allow you to display reports from certain modules, or you can display
all reports from all modules.

Report Type:

[ [ This will allow you to display on-line reports only, batch reports only, or all
reports.

Sort Order:

[Date/Time [ This will allow you to sort your reports by Date/Time, Module, Report ID, or
Report Title.

Report Status:

fouren =1 This will allow you to display either the current or the previous day’s reports.
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Practical Exercise: Asset Summary Report

Title: Asset Summary Report

Objective: At the completion of this case study the student should demonstrate a capacity to perform
the necessary actions to run an asset summary report to verify property type codes.

Prerequisites:

References:

Scenario: You have just converted over to DPAS and you need to do complete verification of your
property books to ensure that not only all of your items converted but they all have the correct property
type codes.

Instructions: Perform the necessary actions in DPAS to produce your asset summary report and
verify the property type codes for all of your assets. Make any necessary corrections to reconcile your
books.

Given:

Summary: Verify your results by running the appropriate inquiries and reports.

Class Discussion: Q & A
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Eureka

OVERVIEW

Eureka is an independent software package used in conjunction with DPAS to enable users the
capabilities to view pre-existing reports, perform ad hoc queries, analyze data, and create simple to
sophisticated reports from within a Microsoft Office Desktop environment.

Documents may begin as a simple QuickQuery and evolve into sophisticated FreeForm presentations.
Eureka offers two ways to create documents:

QuickQuery - provides you a set of interactive tools that let you view data as you build your
query in a spreadsheet-like environment. It provides the fastest way to build design
documents whose content is limited to column values and custom calculations. You can add
page headers and footers. You can group data and include totals for each group. QuickQuery
also lets you define and store multiple query filters and apply them individually or in
combination with each other.

FreeForm - allows you the ability to lay out your document without the constraints of
QuickQuery. You can add page headers and footers, document headers and footers and
group headers, and other types of document areas. Using the FreeForm function, you will
develop a customized report, with the capability to make that report as simple or complex as
necessary. FreeForm allows you the freedom to design all aspects of the report.

Both QuickQuery and FreeForm offer a step-by-step Wizard in designing reports.

Design documents can be quick and simple, composed of just a few unformatted database columns
arranged in rows. They can be complex, highly formatted documents that include charts and
crosstabs as well as other documents. When you create output documents, Eureka creates and
submits database queries. A document may include one query or several.

Eureka Reporter Designer comes packaged for DPAS in these editions:

Reporter Designer - gives you both interactive QuickQuery tools and powerful FreeForm
tools to create queries, reports, charts, and crosstabs.

Reporter Viewer - lets you submit queries for already defined documents and view, print,
export, and save the results. The Reporter Viewer is designed for users that do not have
Eureka installed.
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OBJECTIVES

This course is designed for you to develop progressively greater competencies in the use of the Eureka
Reporter Designer.

Upon completing this course, you should be proficient in the use of Eureka to retrieve from DPAS, the
information necessary to accomplish your assigned duties.
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Learning To Use Eureka

The process of creating a document using Eureka is as simple as defining the objects you want to
appear on your document and placing them on the document. Eureka also includes many advanced

query design features.

Terminology

Eureka has its own set of data base terminology, such as areas, area objects, hot objects, iqo, iqr,
etc. These will be explained during the course of this training.

Mouse Terminology

This is the terminology used for mouse actions:

Click Move the mouse pointer to an object. Then press and release the left mouse button (without
moving the mouse).
In Eureka, clicking an object selects it or deselects it. When an object is selected, menu items
and keyboard actions affect that object (unless they are global actions).

Double-click Move the mouse pointer to an object. Then press and release the left mouse button twice in
rapid succession, without moving the mouse pointer.
In Eureka, double-clicking opens a dialog box that lets you define or change the object you
have double-clicked.

Drag Move the mouse pointer to an object, press and hold the left mouse button. Then move the
mouse and release the mouse button at a new location. The object moves to the new location.
In Eureka, you can drag objects to move them, to add them to your document, and use them
in many dialog boxes

Right-click Move the mouse pointer to an object. Then press and release the right mouse button without
moving the mouse.
In Eureka, a right-click opens a shortcut menu. This is a menu of actions associated with the
object on which you right-click.

CTRL+click Hold down the CTRL key while you press and release the left mouse button.
In Eureka, this selects an object for further manipulation without deselecting any already
selected objects.

SHIFT+click Hold down the SHIFT while you press and release the left mouse button. Whenever you are
selecting items from a list that allows more than one item to be selected, you can use
SHIFT+click to select a range of items. Click the first item and then SHIFT+click the last
item. Eureka selects the two items you click and all items in between them in the list.

CH1 331

20 July 2004



Learning To Use Eureka

On-Line Help

The help system in Eureka includes a list of frequently asked questions.

To view the description and help information for a specific object in an object directory, move
the mouse pointer to the object and then press and hold down the right mouse button.

To get help in a dialog box, press the F1 Function Key or select the Help button.

To get help in a Eureka window, press the F1 Function Key or select Help from the menu
bar.

To view the frequently asked questions list, open the help system and select Frequently
Asked Questions from the contents page.

When you are using the help system, these shortcuts are available:

There is a Chapter menu included as part of the help system menu bar. Use it to go directly to
another chapter.

Use CTRL+PAGE UP and CTRL+PAGE DOWN to go through a chapter page by page. You
can use the browse buttons on the toolbar (< and >) to do this.

Use the icons above each topic title to help you find topics and navigate the help system. See
the help topic Hints for Using Help for information about using these icons.

Using the Context Help Button

&2 To get help on anything that is displayed in the Eureka window, select the Context Help button from

the toolbar. When you do so, your pointer changes to look like the Context Help button. You can
then click any part of the Eureka window, including a menu selection, toolbar button, an so on, to get
help on that item.

Object Help

To see a description of a business view, folder, or column shown in the object directory, place the
mouse pointer on the object. Eureka displays a help message for the object.

CH1
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Changing Your Eureka Password

INTRODUCTION

This process will show you the procedures used to change your password in Eureka Anytime you
change your login or password for DPAS, you must also change them to the same for Eureka. When
you change your password in DPAS, you will get a pop-up message to change your password in
Eureka.

OBJECTIVES

To allow the user to understand when and how to change the Eureka password.
APPLICATION

You have just changed your DPAS password and now you need to change it in Eureka.

PREREQUISITES

Eureka Reporter Designer is correctly loaded and configured.

ACTIVITY
Instructor-led demonstration
STEPS TO PERFORM ACTION

1. Select Ad Hoc Reports icon or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.

ct Query Type [ x| STEP 1:

e If you get the wizard, click Finish;
otherwise, go to the next step.

what type of query would you like?

(Customers by M’:rﬂ';‘:
Region (O

Begion  Omt®  company  phened ' Summary

AfRricds EPOD0Z Sharts Jdak (A0 34~ r G[Uuped D Btail
Aprricds SPOOWD Shaortlg THeGhoe (60869132

Americes 300001 Saccer Mank {34 T " Overall Summary
Apwrkds AEMIL  Fhet Feat [ TS| 444190

Africas  SETO0Z S0 T Yau Deap Ltd (303(677-192 € Create TM1 Cube
Aprricds SPO00L Sharts Wdrddause (202|224-123

AHRricds SO0 Sharts Carducah [ 24| Fre-T3z

Apwrkds 20Ul Sautumesters Sparts  (208] E3F-ET . .
Buane  SPOOTD Snortd SCelr AR LPADEELD Thiz type of query allaws you ta list
Burape  EAVOOL Brvar SpoctsGmoe 304 352 detail infarmation frorm pour databaze.
Burape  SPO003 Sportscenelinfed 43455524 For example, all orders.

Eurape. SPOO3 Sportsd Lebure Pk LSLATL AT34
Eurane SPOORS Sporhereh DU Gm  39L 34102
Eurane FOO0OL Faatleg 4 LT E

Fike Mamee. 117_gat e Paga: L

[ Do not show this wizard in the: future.

< Black I Mest » I Finigh Cancel Help

CH1 333
20 July 2004



Changing Your Eureka Password

STEP 2: [Tools

Preferences...
a. From the menu bar, select Tools.

b. Select Database Connection Defaults...

Database Conneckion Defaulks, .
HTML Defaults, ..
Cache Defaults, ..

[MiSCamnes

Object Skyles Editor. ..
Gt Stk Buider,.
QDEC Diata Source Administrator ..

[Metadata anager:..
e MiEWEr .
Publisher. ..

Lonnection | FPreferences I HTML Defaullsl Lache I

STEP 3:
~ Default D atabaze Connection

Data Sovce: | = a. Data Source: Make sure that your DPAS Site

ID is displayed.
b. Login ID: Make sure that your DPAS User ID
is displayed.
Password: Enter your NEW DPAS password.
Server Name: Leave this field blank.
Database Name: Leave this field blank.

= Prompt For Data Source at Runtime: Do

Personal Data Matt: | Ll not check this box. If checked, you will be
[ Dovnioad Metadata File from Report Server prompted to enter your DPAS Site ID each time
servr Neme: =] FefeshSorves| you run a report.

Hast Name: | IREEEN g. Default Metadata File: Browse for where
the DPAS programs reside on you workstation.
If all the defaults were taken during

EE | = installation, then the path is normally:
C:\Program Files\DOD\DPAS\DPAS.iqk.

Lagin ID: |

Pazzword: I

Server Mame: I

[ratabasze Mame: I

™ Prompt For Data Source at Runtime

o ao

Default Metadata File: I

If you are unable to locate the DPAS.igk file, click on the START button, select Eind (or Search if using
Windows ME or 2000), Eiles or Folders..., enter dpas.igk look in the Local Hard Drives.

h. Server Name: Leave this field blank.
i. Host Name: Leave this field blank.
j.  Click OK.
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Setting Preferences

INTRODUCTION

Eureka gives you control over your working environment in the following areas:

e Which tools are displayed for use in report design windows
e The appearance of windows and objects in them
e General preferences and database connection preferences

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Open or create a FreeForm report.
2. Select Tools from the menu bar.
3. Select Preferences... from the program group.

Preferences...

Database Connmection Defaults. ..
HTML Defaults. ..

Cache Defaults...

[SCOnNIEE:

Ohbjeck Styles Editar. ..
At ShtEeutBuilder
ODEC Data Source Administrator ...

[Metadata Manader., .

(Eite Yiewer. .
Publisher ..,

Preferences |Eiles I Qonnectionl HTML Defaultsl Qachel

— Drefault

V' Use Query Wizard
™ Use TM1 Cube Wizard On New
[ Manual Re-query

[V Prirtt Charts Using Pattems
v Diefault To QuickBuen View
[™ Discormect Betwesn Dusries

— Display

Object Placement

Fiepart Fows Limit: ID E
Prampt Fow Limit: |1 i} E
Browse Fow Limit: |1 oo E

Dizplay Mull D ata Az I v Auto Headings
Display Scale: |1 kil E |+ Predefine Objects
— Query

[ [
v Use Aliases
[~ Trace ODEC Calls

Time Limit:

Trace File: I
()8 I Cancel

CH1
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STEP 1:
a. Defaults Group Box: Make any necessary
changes.
NOTE:

Q\Q  Preferences in the Eureka dialog box
\,///// are global - they apply to all documents
by default unless otherwise specified.
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b. Display Group Box: If desired, make any changes to the display.

Defaults Display

Use This controls whether the New Document tool- | Display Null By default, Eureka displays null values as
Query bar button starts the Query Wizard or whether | Data As blanks or spaces. If you want null values
Wizard it opens an empty new window for you to add to be output differently, such as NULL or
columns and objects directly. It also controls N/A, enter the string you want Eureka to
the default for Use Query Wizard in the New output.
Document dialog box.
Use TM1 This controls whether the New Document tool- | Display Scale This controls the scaling of objects in
Cube bar button starts the TM1 Cube Wizard or FreeForm windows and output windows.
Wizard whether it opens an empty new window for Eureka always attempts to display objects
On New you to add columns and objects directly. It at actual size. To compensate for some
also controls the default for Create TM1 Cube video drivers for your monitor, you might
in the New Document dialog box. This option need to adjust the scale up or down.
is not available in DPAS. Values less than 131 reduce the size of
objects displayed while values greater
than 131 increase the scale. Values
smaller than zero or extremely large will
probably cause problems. The value of
131 is the default.
Manual This should be used if you do not want Eureka
Re-query to re-query your database automatically every
time you add another column while working in
QuickQuery window.
Restore This controls what Eureka does when it starts
File On up. When this option is active, Eureka opens
Entry all files that were open when you last ended a
Eureka session. When it is not active, your
session opens a new window depending on
your setting for Default to QuickQuery View.
Print This will print colors in a chart as patterns
Charts when printing to a non-color printer.
Using
Patterns
Default This controls whether the New Document dia-
To Quick- | log box defaults to QuickQuery or FreeForm as
Query the window type to open for a new design doc-
View ument. It also controls whether the New Doc-
ument toolbar button creates/opens a
FreeForm window or a QuickQuery window.
Discon- This causes Eureka to disconnect from your
nect database after each query. This may make
Between each query after the first one in a session take
Queries a little longer to get started, but may be neces-
sary if your database allows only a limited
number of connections. This is not typically
necessary with DPAS.
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c. Object Placement Group Box: If desired, change the Object Placement preferences.
d. Query Group Box: If desired, change the Query preferences.

Object Placement Query

Auto Headings | This causes Eureka to automatically add | Report Row Acts as a global default for limiting the
column headings to your document as Limit number of rows Eureka gets from DPAS.
you add column objects in FreeForm Use zero to indicate that no row limit is to
windows. It adds a text object to your be set for your document (zero is the
page heading area(s) each time you default).
add an object (text, column, custom,
and system). The heading text is the
object label that can be changed in the
object's attribute dialog box.

Predefined This causes Eureka to open the object Time Limit Acts as a global default for the time limit

Objects attributes dialog box for each new for query processing. Use zero to indicate
object as you place it on your docu- that no time limit is to be set. However,
ment. This makes the process of defin- DPAS has a time limit on inactivity of 45
ing the object and places the object as minutes.

a single action. This option applies to
text, child data, column, custom, user
prompt, and system objects.
Prompt Row This controls how many rows (values) are
Limit retrieved from the database when a
dynamic choice list is generated for a user
prompt.
Use Aliases This controls whether an alias reference
should be used for all tables queried.
DPAS uses aliases, so this option should
remain turned on.
Trace ODBC You can use ODBC call tracing to provide a
Calls log of ODBC calls and the result of each.
This may allow you to determine the cause
for any database access problems you may
have.
Browse Row This controls how many rows (values) are
Limit retrieved from the database when you
select the Browse button in an object
directory or object source.
Trace File This is the name of the file to which to log
database calls. This should be left blank.
e. Click OK.
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Getting Oriented With The QuickQuery Window

INTRODUCTION

In this Chapter we will begin producing reports and queries using the QuickQuery process. You will
see a window and toolbars that may be new to you. This lesson will familiarize you with the terminol-
ogy and function of the Eureka QuickQuery window environment.

OBJECTIVES

The student will be able to identify the parts and explain the functions of the QuickQuery window and
the associated toolbars.

APPLICATION

Understanding the QuickQuery window and associated toolbars is necessary for you to further your
understanding of the QuickQuery process.

PREREQUISITES
Eureka Reporter Designer is correctly loaded and configured.
ACTIVITY

Instructor-led lecture

This is an example of a QuickQuery Window:

& EUREKAReporter Designer - [Untitled1] =1
EF Fle Edit Yew Insert Query Took Window Help -18]x
DEESEEm| 4 2R |f e
B! |BE (2| 2%%Y |82 | E
o = : H
‘i [lmes Hew Roman af—r === ;|i rorm ing Tool r
QuickQuery Objects Toolbar PI—ry—tr
Tre @
H H UNTING TRENSACTI <
ick ries T cccuring
CICIPAWIP
— AUTHORIZATIONS
F ) Autharization
1 Bulk_Hand_Receipt
t(C1Catdog
(1 Serial_Hand_Receipt
F Uit
CATALOG
(CCatalog

] Mit_Model/Pait_Number
“§ COMPONENT BULK

F (0! Quick_Start

b +CatslogRef._Pub.

F 1 4ppn_Data

k) Catden

() Component_Hand_Recei
-1 Hand_Receipt_Holder
() Mir_Model/Part_Number
b Serisl_Hand_Receipt

b5 Uit

~§ COMPONENT SERIAL
FC1'Buick_Start

(] +Catalog Ref._Pub.
(1 +Comp._Hand_Rept. Dey
(1 +Comp._Hand_Rept Imp
(1 +Comp._Hand_Rept. Wa
tC1ppn_Data
F(1Catdog

(1 Companent_Hand_Recei
(1 Hand_Receipt_Holder

Status Bar |- Mir_ModelPan_Humber

[ 15erial_Hand_Rieceipt

F o Unit
F ) Wananty/Service/Loand|
| ||=3 DEPRECIATION EXPENSE
2 (0] 'Quick_Start
Wil Record [0 Yl e | E‘ = Catalog d|

Open an existing query document [ [ [ Iom
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Opening A New QuickQuery Report

INTRODUCTION

QuickQuery is a fast, interactive way to shape your query/report while viewing the data it returns in a
spreadsheet-like layout. QuickQuery is an excellent tool if your intention is to create a query for
yourself in order to answer a question, or to prepare a report that is to convey information, but will be
used internally by you and your organization. It is the easiest and most structured method to develop
that information.

OBJECTIVES

To create a query/report using the QuickQuery function both with and without the QuickQuery
Wizard.

APPLICATION

You need to create a basic report quickly. You do not need anything fancy or complex. For example,
you are asked to provide a list of items on your property book that are under the $5000 minor
property threshold.

PREREQUISITES
Eureka Reporter Designer is appropriately loaded and configured.

ACTIVITY

Instructor-led demonstration
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STEPS TO PERFORM ACTION

1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.

-OR-

3. From you computer desktop, double-click the Eureka Reporter Designer icon.

NOTE:
If you do not have a shortcut to £ureka on your desktop, then click Start>Programs>
Eureka Reporter Designer.

\

Z

The Query Wizard will display:

Step 1. Select Query Type ﬂ
e o s 1ae ‘what type of query would you like?
ustemers by W47
Region i £
Begion  omt#  compamy Prone # = Summary
Atecicas  SPO00Z Sports Josk (406| 3-TE i Grouped Detail
Aricds  SPOOW Spartig Tre Ghie  (BOB[E9-133
Aiicds SOC0OL Saccer Maak e b " Overall Summary
Aricds FLEAIL  Flkaet Feat [ S| A4~ 130
Ateeicds SETO0Z 540 THl Vou Drap L (303677-192 ~ Create TM1 Cube
Aricds EPOOIL  Sharts Wdrdinuse (202|224-123
Atricds  SPOOM Spaets Corsucaph (2| FTE092
Aricds SOUIL Sautumesterd Sharfs (300 E27-6T . -
burape  SPODTS Spartd ScunclrAG  LTASSELD Thiz type of query allows you to list
Puape  BAVOOL Edyerd SportsGmod 3046832 detail information from your databaze.
Furape  SPO003 SportscescLinfted 1434 Sa2A Far example, all orders.
Burape. SPOOK Spartsd Lekure Pl Lol 47449594
Burape EPO00E Sharheeeld DUA G 3313402
Burape. FOOGOL Faathg 54 UM
Flle Mt wiz_det g Page: L
[T Do not show this wizard in the future.

< Back I Mest » I Finizh Cancel Help

4. Click Finish if you do not want to use the Query Wizard. This will take you into QuickQuery.
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If you are already in QuickQuery and you want to open a new report:

Chrl+H STEP 1:
Cpen... ChrH0
» a. Select File from the menu bar.
ew From Template,.. Ctrl+T
b. Select New... from the program group.
PFinE. .. Ctrl+P
Print Setup...
Print Preview ChrlH-
Export... CtrH+E
Repaort Server 3
Send [Mail
Fecent File
Exit
STEP 2:
:
a. View As: The default is QuickQuery. If you View b Region | Order | Amount B
. ' QuickBuery Americas 0103 | $20,396 - -
want to create a report in FreeForm, select that © FieeFom = o8 | ez | bl
radio button. Europe oot | $e.82
b. Create TM1 Cube: NEVER select this check = e el U
box; DPAS does not support this. ¥ Use wizard Pecifie Bim 001 |_#odon
c. Use Wizard: If you want to create a new
QuickQuery or FreeForm report using the Wizard,
then leave this box checked; otherwise, uncheck
it.
d. Click OK.
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Building A QuickQuery With The Query Wizard

INTRODUCTION

This section outlines building QuickQuery reports by using the Query Wizard. The query wizard is the
easier way to create a query and takes you step-by-step through:

O STEP 1: Select Query Type O STEP 4: Select Columns to Sort By
Q STEP 2: Select Columns 0 STEP 5: Select Columns to Aggregate
0 STEP 3: Setting Column Filters a STEP 6: Select QuickQuery Style Profile

Using the query wizard produces a spreadsheet-type report or query.
OBJECTIVES

Using the QuickQuery Wizard, you will develop a spreadsheet-type of report with columns of data
(detail) that have been filtered, sorted, and aggregated (totaled for the column). You will present a
sample page of this finished report to your instructor.

APPLICATION

This type of query can be used when you need a simple report fast. For example, you want to build
a simple report that displays certain data fields for your Hand Receipt Holders.

PREREQUISITES
Eureka Reporter Designer is appropriately loaded and configured.
ACTIVITY

Instructor-led demonstration
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REPORT TYPE

A complete asset listing by UIC/Major Hand Receipt Holder showing stock number, bar code,
nomenclature, and acquisition cost of each asset.

This is a sample of a QuickQuery report that will be built in this demonstration:

' EUREKA:Reporter Designer - [Ul &l x|
EF Fle Edt View Insert Query Tools Window Help & x|

SEIET IR T A

BB ! |re %% B E
[T Times New Flaman =1 |[o ;” B I U |i||| 2 |
Acy Cost BarCd Nomen SerialNbhr StockNbr uic =
7500 ANSWERING MACHINE | 66739 T0I000N452825 | WOVGAA
1000.00 | WOV GAADD | AUTOMOTIVE TOOL KIT | TOOLKIT? 3180001777002 WOVGAL
1426900 [DPO1000031 | AV NV 3¥ AN/AVI-60NZ | 4397101 5855011334743 WIVGAL
1426900 [DPO1000032 | AV NV 3¥ AN/AVI-60NZ | 4397102 5855011334743 WIVGAL
2322.00(0300100203 | BARCODE READER 332-0010103 5833331 IFLM WIVGAA
150.00 | DFO1000037 |CODE CHGR KYK-38/TSEC| RKD098184.01 5810004715068 WOVGAL
150.00 | DPO1000038 | CODE CHGR KYK-38/TSEC| RKD092184.02 5810004715068 WOVGAL
1350.00 | WOV G440 [COMPUTER, LAPTOP DS123456 0250100342350 | WOVGAA
1550.00 | WOVGAADD |COMPUTER, LAPTOP D312345610 025010034250 |WOVGAA
1550.00 | WOVGAADD |COMPUTER, LAPTOP D312345611 F02501D034250 | WOVGAL
1550.00 | WOVGAADD |COMPUTER, LAPTOP D312345612 F02501D034250 | WOVGAL
155000 | WOV 4400 |COMPUTER, LAPTOR D1234564 T0S0ID034250 | WOVGAAL
1350.00 | WOV G440 [COMPUTER, LAPTOP DS1234565 0250100342350 | WOVGAA
1350.00 | WOV G440 [COMPUTER, LAPTOP DS1234566 7025010034250 | WOVGAA —
1350.00 | WOV G440 |COMPUTER, LAPTOP DS1234567 025010034250 | WOVGAA
1550.00 | WOVGAADD |COMPUTER, LAPTOP D31234562 F02501D034250 | WOVGAL
1550.00 | WOVGAADD |COMPUTER, LAPTOP D31234568 F02501D034250 | WOVGAL
1532.00 |L000000504 | COMPUTER, PENTIUM I | 100-KM-00501 7025010000563 WIVGAL
133200 COMPUTER, PENTIUM I1I | DS003 7025010000568 WOVGAL
1332.00 COMPUTER, PENTIUM 111 | DSO04 7025010000568 WOVGAL
1339.00 | WOV GAA0D |COMPUTER, PENTIUM 111 [OD0007 7025010000568 WOVGAL
2332.00|000223 COPIER 33 XEROX 6100DLA0ZE 3610011297764 WOVGAA
1000.00 | WOVGAA0D |DIZK DRIVE UNIT: COMP | TOOLKIT? 7025013409810 WIVGAL
363200 |DP01000043 |ENCDECKIV7HISFD | MD1002348-01 5310014313264 WIVGAL
263200 |DF01000044 |ENCDECKIV THISPD | MD1002348-02 5310014318364 WOVGAL
499,00 5003205 H&NDHELD COMPUTER |HH-323-005 TOS0IN000433 | WOVGAA
499,00 5003206 H&NDHELD COMPUTER |HH-323-006 TOS0IN000433 | WOVGAA
222647 |[DP01000039 | KEY GEN TSEC/KG-81 V194975401 5810010550048 WOVGAL
322647 |[DP01000040 |KEY GEN TEEC/KG-21 V194975402 5310010550043 WIVGAL
2733200 | 000202 LATHE, ENGINE 3411BLAOD2 3411001364013 WIVGAL
93300/ 40000015 [MONITOR, 17" 100HS 721-EV-A0019 T025703616122 WIVGAA ';1
Ml 4] Record [31 Tl <] |
Ready [ UM

STEPS TO PERFORM ACTION

1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.
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Step 1. Select Query Type x| STEP 1 select Query Type:

ot o ‘what twpe of queny would pou ke ? a. Select the type Of query you Would I|ke_

ICusiomers hy i

i
Begion  fst#  compan Prone #  Summary
Atwrkds EPO0DZ Sports Dosk (405 244-FF (" Grouped Deta“
Amgekas  SPOOW Smartlg TreGhoe  (60R|6B-133 o
Aneekds 300001 fucceruu (zulxl;zae\ Owverall Summary
T o e e e @ Eae T Bhe Query Types
Admeekcas  SPOOOL Sports Weedtouse  (B02|3A-133
T D St G - - - - -
e e e | This type of query allows you ta st Detail Detail queries return detailed data without any
Eurone BAVOOL  Bapard Sports Geod 3046552 detail information from your databage, 1 H
:::: oo SP::‘R:";::E":‘L o For example, all orders aggre.gate fl,!nCthnS appIIEdl the aggregate
e el functions being average, count, minimum,
Furant FOO0OL Faathig 54 00 .

maximum, and sum.
Fik Mt ir_det e Page: |
T Summary Summary queries are useful when you want to
it t t tuire. . . .
o ek shan s izt in e BALE summarize data for a number of different items.

e [ e | = r— Hep | Grou_ped Grouped detail queries let you view the query
Detail results grouped by one or more columns.
Overall Overall summary queries give the highest level

Summary view of your data.

Create This is not available.
TM1 Cube
b. Click Next>.
STEP 2 SElect C0|umnS: Step 2. Select Columns x|
Choose whiﬁ_cqlugms _l,lboudwouh;l Iikehin = Customers
i i i N t Ompan
a. From the Object Directory, select the Business o ko et p e er | [EComea
View you wish to use to build your columns. column st on the right orders R
i Date Py codter
. FPackicRim §1/022 0422
To select the fields, you can: Euvoe  HI00G% 1)
Eurcpz  §1233 1333
« Double-click each field and the field will P2 PR [cotumn |+
move to the Column Window at the right. @[A:'u R e i
¢ Click, drag and drop each field to the (] Buthorization x
Column Window at the right. %gu'tklﬁandﬁeceim &
. . atalog
e To select multiple fields, hold the CTRL L5 Hone n_:l;l

key down and select the desired fields
(DO NOT LET UP ON THE CTRL KEY). [
Click, drag and drop to the Column
Window at the rlght_ < Back I Mest > I Finish Cancel Help
b. Click Next>.
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Eurek, i Dir ri

Object directories make it easy to add columns to your documents and dialog boxes. Eureka Reporter
Designer includes an object directory in QuickQuery and Free Form windows. The main object directory
can be docked or floating. You can hide and unhide it by selecting from the menu bar View>Object
Directory or by using the F2 key on your keyboard.

[F= ACCOUNTING TRAMSAL &

Business View. Business view names are at the top level of the
tree and are indicated in ALL CAPS. A business view is an object
in your Metadata File that corresponds to the data for a particular
part of your business.

fifl ACC
[ Acct Fpt M

[ Acct Svs Cd

[ &eq Dt

Folders. A folder can correspond to a table in your database or fE ction Cd

it can be made up of columns from more than one table. It can | HI Ackimbd L|j
also include custom objects--objects that are calculated from
database columns.

Data Objects. These are the actual data elements that are used to make up your report.

In this class, we will be referring to tables (pictured above) that will direct you to the Business View,
Folders, and Data Elements that you will use in order to complete any activities and/or exercises.

- NOTE:
\ > You cannot select fields from 2 different Business Views (such as, END ITEM SERIAL and
\\///// END ITEM BULK) on one report unless you are writing a Parent/Child report.

Step 3. Select Column Filters = x| STEP 3A Select Column Filters:
Te | m . _ ) ] )
TR What canditions should your data salisfy? a. From your list of selected fields, double-click or
E Barcd [Lldeeniions drag and drop the data field(s) you want your
&| Momen 1] Drag a column ta the column list below.

& Serial Nbr 2] Select an operator from the drop down list. query to SOI’t on.
J Stock Mbr 3] Set the valuelz] that govern the condition.
o L
— - W NOTE: _
\ \//\ Filters let you limit the data displayed to
Oxﬁlcmumn [operator _[value 1 Vae2  [Group | V7 only that which meets the criteria you
L = o n a
set. When a query has no filter, you will
see ALL the data from your database.
When you define a filter condition, you
will limit the data that meets the

condition. Every additional filter or

< Back I Mest » I Finizh Cancel Help ﬂlter C0ndItI0n you apply further
narrows the view of your data
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b. The default operator is equal to (=). If you want to change the default, click on the equal sign (=)
and you will get a drop down list box which contains the other operators. To delete a filter condition,
select it (by clicking the X or check mark under OK) and press the DELETE key.

Operators Definitions

Equals (=)

When you want the result to equalthe value entered.

Not Equal To (<>)

When you want the result not equal to the value entered.

Less Than (<)

When you want the result to be /ess than the value entered.

Less Than or Equal To (<=)

When you want the result to be /ess than or equal to the value entered.

Greater Than (>)

When you want the result to be greater than the value entered.

Greater Than or Equals To

(>=)

When you want the result to be greater than or equal to the value entered.

Between When you want the result to be between the range of values entered — this will include
the values entered. Example: Bar Codes between 56012 and 80921.

Like Same as =, but allows the use of wildcards. (Example: if you wanted all Stock Nbr start-
ing with 7, the statement would be "STOCK NBR like (operator) and 7*(value 1)).”

Not Like Opposite of Like.

In When looking for specific values in a field (example: FSC In 7025, 7030. This will display
records with those values). Cannot be used with the wildcard (* or %). A comma must
separate inputs (example: 15,16,170).

Not In Opposite of In.

Is Null When you want the result to not have a value. This can be done using numerical fields.
No value; not even a space, can exist in a field.

Is Not Null When you want the result to contain a value. This can only be done using numerical

fields. Must have a value in the field.

c. Enter the condition that needs to be met under Value 1. If you are using the Between operator,
then you will need to enter values in Value 1 and Value 2.

ALL VALUES ARE CASE-SENSITIVE!!

d. Click Next>.

By default, all the conditions of your query are AND operators (i.e., all conditions have to be met before it
will return your results). However, you can connect your statements with OR operators, which divide your
statements into groups. For example, if you wanted to set your conditions by Stock Number AND
Serial Number OR Bar Code, the OR’d Group would be set to 0 (zero) for Stock Number and Serial
Number, and set to 1 for Bar Code.

The RULE is...If the OR’d Group numbers on any two statements are the same, those two statements
are connected by the AND condition. If the OR’d Group numbers on any two statements are different;
those two statements are connected by the OR condition.
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STE P 4 SeIeCt col u m ns to So rt By: Step 4. Select Columns to Sort By x|

a. From your list of selected fields, double-click on How would you ke your dta sored? |
the data fleld(s) you Want your query to be Sorted First, move a column to the list on the right, Feaen
by. To de-select a field, highlight the field you then use the &2 push button o set the s 1022 052
want to de-select and click on the arrow that B a1

Eurcpz  §3007 0911

points to the left.

Women

Serial Mbr
Stock Mbr

HINT! uic
~ Once you have selected your columns, you Use this to d
can click on Order button and change how
you want your query to sort. For example, it
would be either A-Z or Z-A.

b. C||Ck Next> . < Back I et > I Finigh | Cancel | Help

e-select a field

Step 5. Select Columns to Aggregate x| STE P 5 select COI u m nS tO
Aggregate:

“what totals would you lke in your query?

Ragien  Amounk Oirdar

Dmaricas 5306 (7
Amaricas §a053 1058
Amaricas 509 00

a. Click Entire Document. You will not be able to
click any of the check boxes unless this step is

First select a group, then set agaregate
functions for each of the desired columns. FE
Ewrcpz 53077 0911
Ewrepz  §I00G 1330
Euro,

" i performed.
E ntire Document Column |Sum |Aug |Max |Min |Cnt | b. CheCk the fle|d(S) you want to total.
Aog_Cost r r £ £ £ |c Click Next>.
Bar Cd r r r
Momen r r r
Serial hor r O r
Stock Mhr r r r
uie r rr

< Back I Hext > I Finizh Cancel Help

\ﬂ’“&\ NOTE:
\ > Only pure numeric fields can be summed or averaged.

\_\\/

t
Z

When using the Count, you will get the total number of records returned from your query.
When you are counting a data field, if you desire to get a count of ALL assets, you must count

on a mandatory data field, such as Acq Cost. You would ony count on an optional field, such as
Bar Cd, if you wanted to know how many bar codes you had.
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STE P 6: Step 6. Select QuickQuery Style Pr: |

‘wihich QuickQuery style profile would vou like?

This screen will allow you to choose from a style Dttt =
profile that was previously created.

tem Vendor Date Amount
o Click Finish. Golf Clubs Alcanzar 10/2096  |$2,164.45
Galf Clubs Rapide 412586 $1,122.95
Galf Clubs Rallo 114086 $3,659.00
Galf Clubs TeedOff Inc. G786 Fa73.2
Snowy Skiis Alabarze 12186 §3,001.23
Snowy Skiis hogul kaniza 1102786 | §2,115.350
Snow Skiis Rallo 1112586 $3,699.31

< Back I Tewt > I Finizh Cancel Help

Your report should look similar to the following:

& EUREKA:Reporter Designer - [Untitled2] i =& x]
File Edit Miew Inssrt Query Tools Window Help == x|
DEH|SRE BB~ | Fy (O]
RE| ! sl L% v (B E|
I Times Hew Foman 3 || A3 | B A
Acy Cost BarCd Nomen | Seriallhr StockNbr Juce =
7500 ANSWERING MACHINE | 66739 TOI000N452835 | WOVGAA
1000.00 | WOVGAAQD | AUTOMOTIVE TOCL KIT |TOOLKIT? 3180001777002 WOVGAA
14269.00 | DPOI00003L | AV NV 57 ADN/AVE-6002 4897101 3253011384748 WOVGAA
14269.00 | DPOI000032 | AV NV 57 AN/AVS-602 4897102 3253011384748 WOVGAA
2372.00|0300100203 | BARCODE READER 3320010103 383333L1PLM WOTGAA
150.00 |DP01000037 | CODE CHGR KYK-38/TSEC | RKD098184-01 3810004715068 WOVGAA
150.00 | DP01000038 | CODE CHGR KYK-38/TSEC | RKD098184-02 3810004715068 WOVGAA
155000 | WOVGAAQD |COMPUTER, LAPTOP | DS123456 T03501D034250 | WOVGAA
155000 | WOVGAAND |COMPUTER, LAPTOP | DS12345610 T0201D034250 | WOVGAA
155000 | WOVGAAND |COMPUTER, LAPTOP | DS12345611 T02301D034250 | WOVGAA
155000 | WOVGAAND |COMPUTER, LAPTOP | DS12345612 T02301D034250 | WOVGAA
155000 | WOVGAADD |COMPUTER, LAPTOF | D31234564 TOBOID034250 | WOVGAA
155000 | WOVGAAQD |COMPUTER, LAPTOP | DS1234365 T03501D034250 | WOVGAA
155000 | WOVGAAQD |COMPUTER, LAPTOP | DS1234566 T03501D034250 | WOVGAA L
155000 | WOVGAAQD |COMPUTER, LAPTOP | DS1234567 T03501D034250 | WOVGAA
155000 | WOVGAAND |COMPUTER, LAPTOP | DS1234568 T02301D034250 | WOVGAA
155000 | WOVGAAND |COMPUTER, LAPTOP | DS1234569 T02301D034250 | WOVGAA
1532.00 |LODOO00S04 | COMPUTER, PENTIUM II | 100-KIM-00301 7023010000368 WOVGAA
153200 COMPUTER, PENTIUM I | DS003 7025010000368 WOVGAA
153200 COMPUTER, PENTIUM I [ DS0058 7025010000368 WOVGAA
1539.00 | WOWGA A0 | COMPUTER, PENTIUM III |ODO00T 7025010000368 WOVGAA
233200000223 COFIER 5V5 XEROX G100DLAD23 3610011297764 | WOVGAA
1000.00 | WOVGAA | DISK DRIVE UNIT: COMF | TOOLEIT? 7023013409210 WOVGAA
3632.00| DP01000043 |ENCDECEKIV7HISFD | MD1002343-01 3310014313264 | WOVGAA
363200 DFO1000044 |ENC DECKIV7HISFD | MDI002343.02 5310014318264 | WOVGAA
499.00] 5003205 HANDHELD COMPUTER |HH-323-005 TOSOLNOODA33 | WOVGAA
499,00 5003206 HANDHELD COMPUTER |HH-323-006 TOSOLNOODA33 | WOVGAA
8226.47 | DPD1000039 | KEY GEN TSEC/KG-81 W194975401 3810010550048 WOVGAA
8226.47 | DP01000040 | KEY GEN TSEC/K(-81 W194975402 3210010550048 WOVGAA
27333.00 | 000202 LATHE, ENGINE 3411BLA0O02 3411001364013 WOVGAA
933,00/ 40000019 | MIONITOR, 17" 100HS 7215740013 7025703616122 WOVGAA 'j
W[ 4l Record [21 D1 | >
Ready [ [om
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Saving Your Query

INTRODUCTION
When you have created a file, which is useful, you might want to save that file to use the format
again. By using the Save command, you can save the active window to a new or the same name. By
using the Save As command, you can save the active report to a new name.

OBJECTIVES

Use Save and Save As to create and update your files.

APPLICATION

Self-explanatory
PREREQUISITES

Eureka Reporter Designer is appropriately loaded and configured.

Understand the layout of DPAS file structure, and complete the Orientation section of this manual.
ACTIVITY

Instructor-led demonstration.
STEPS TO PERFORM ACTION

1. Select File from the menu bar.
2. Select E or select Save... from the program group.
NOTE:

> There are two ways to save your query. You can save the design (report format) or the output
2~ (data).

\ %

If you save the design, this will allow you to update and rerun your query at a later time. If you
save the output, then you are essentially saving the data and it cannot be updated.
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Printing Your Query

CAUTION!
S Before you print your report, you will need to click the last page button to ensure that ALL
pages of your report are printed.

INTRODUCTION

If you want a hard copy printout of your query, you will need to use the print function. Eureka uses
the Windows common dialog box, the same as any other Windows-based product.

OBJECTIVES

To learn how to, and to print out a copy of a £ureka report.
APPLICATION

Self-explanatory

PREREQUISITES

Eureka Reporter Designer is appropriately loaded and configured.
Understand the layout of DPAS file structure, and complete the Orientation section of this manual.

ACTIVITY

Instructor-led demonstration
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STEPS TO PERFORM ACTION

1. Open or create a QuickQuery.
2. Select File from the menu bar.
3. Select Print... from the program group.
-OR-
=
4, Select the print icon .
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Activity: QuickQuery With The Query Wizard

Student Hands-On With Instructor Directi
Unit of Study: QuickQuery (with the Wizard)

Application: This type of query can be used when you need a simple report fast.

Report Type: This is a report by your UIC listing by Stock Number, Bar Code, and Nomen. This
report will also list the Acquisition Cost for each asset and give you the total sum of the assets.

Instructions:

STEP 1: Detall
STEP 2:  Select the following fields for your QuickQuery Wizard report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)

1Quick_Start Acq Los Nomen
Bar Cd Stock Nbr
HRH Nbr Mjr UIC

STEP 3: Filter by the UIC given to you by your instructor.

STEP 4:  Sort by the Nomen field.

STEP 5A: Click on Entire Document.

STEP 5B: Set the Columns to Aggregate to sum for the Acq Cost.
STEP 6: Select Finish to process your report.

Example of Finished report:

EF Ele Edit Yiew rt Query Took ‘Window Help =121 x|
Dedaie|ias - - |Ffz|ew|
RE ||~ B 252 A
I Times New Foman = | ECa [ A R == | K |
Nomen [SteckMiLEAA | HRHNbrMj [BarCd AcqCost e
1013000247668 TWOUZAL T4, 00 | WO ZA |
BLOCE, TRAM 1013000247668 WOUZAA T4.00 | WOUZ2A |
BLOCK, TEAM 1013000247662 WOUZAS T44.00 | WOZA|
ELOCE, TRAM 1015000247668 WOUZAA 700 | WOUZA
CMPT ST DGOL-586/TYQ | 7010014126702 WOUZAA 60000.00 | W24 |
CMEPT 3T DG OL-526/TYQ | 7010014126702 WOUZAA 600000.00 | WOU24
FILTER,GUN DRIVE 1003000012676 WOUZAA 131.80 | WOUZA |
FILTER,GUN DRIVE 1005000012676 WOUZAS 1311.80 | WOUZA |
FILTER,GUN DRIVE 1003000012676 WOUZAA 131.80 | WOUZA |
FILTER,GUN DRIVE 1005000012676 WOUZAA 131.80 | WOUZA |
MEL 7023001111111 WOUZAA 5345.00 | WOUZA|
MONITOR 7025000320001 WOUZAA 34534.00 | WOUZA |
MMONITOR 7025000320001 WOUZAS 53453.00 | WOUZA |
MONITOR 7023000320001 WOUZAA 3423.00 | WOUZA|
MONITOR 7025000320001 WOUZAL 3423.00 | WOUZA|
MONITOR 7023000220001 WOUZAA 60000.00 | WOU2A|
MONITOR 7025000320001 WOUZAA 5345.00 | WOUZA|
MONITOR 7023000220001 OUZAA T263.00 | WOU2A]
MONITOR 7023000320001 WoUZAA |RLEEL60103 435400 | WOUZA |
MMONITOR 7025000320001 WOUZAS ATER.00 | WOUZA |
MONITOR 7023000320001 WOUZAA BTE3.00 | WOUZA|
TeEan— e e enn, T Y. i i '_I
Ready T [ mm,
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Skill Builder: QuickQuery With The Query Wizard

Objectives: You will:

> Review Building a QuickQuery With The Query Wizard (Word
Exercise)

> Discussion Questions

> Practical Exercise to build a QuickQuery with the Query Wizard

Complete the following exercise:

1. Name the type of queries you can select when building a QuickQuery with the Query Wizard?

2. List the 6 steps of the Query Wizard (in order).

a d.
b. e
C f.
3. The contains the business views, folders and data fields for building

your report.
4. All values entered in Eureka are case sensitive. (True or False)
True __ False

5. List five types of operators.

a d.
b. e
C.

6. What is a structured pathway for a new user to build a report?
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7. In Step 5 Select Columns to Aggregate name 3 aggregate functions you can perform.

8. When working with QuickQuery, you can only work in one business view at one time? (True or
False)

True False
Discussion Questions:
1. Review the use of the Business Views and Folders.
2. Why is it important to use the filter function in some reports?

3. Discuss the different types of queries and what would be an example of how you
would use them.
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Practical Exercise: QuickQuery With The Query Wizard

Independent Student Report

Unit of Study: Building a QuickQuery With The Query Wizard
Application: This type of query can be used when you need a simple report fast.

Report Type: Accounting report, filtered by UIC displaying serial number, stock number, fund code
and dollar amount with sum and average.

Instructions:

1. Create a new report using the QuickQuery Wizard.
2. Select the following fields for your QuickQuery Wizard report:

BUSINESS VIEW: CATALOG

FOLDER(S) DATA ELEMENT(S)
Catalog Stock Nbr
Generic Nomen
Mfr._Model/Part_Number Mfr_Name
Mfr Part Nbr

3. Filter:

Column: Stock Nbr
Operator: Like

Valuel: 70%*
Sort: Stock Nbr
Click on Entire Document.
Aggregate: Stock Nbr using Count

o vk

~ 5 HINT!
@5 For your Filter: Remember to use the value of “like” because we are using the wildcard to look
' for Stock Numbers that begin with “70". Refer to the list of operators on page 347 .
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled2]

=¥ File Edit Yiew Insert Query Tools ‘Window Help ;Iilll
DEH SR @~ |FE|Ow|
WE (N D[ LY B B
I':ﬂ'j Times Mew Roman j“‘lﬂ j| B 5 U |§ = = |£I I j ‘

SerialMNbr StockNbr DollarAmt FundCd | UIC =
TO36-MH-206 FO21703593020 11100000 | P& WATED
TIIRI-BV-138 FO21703593008 111302.00 | P& W4aa07
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV
TIIRI-BV-137 FO21703593105 11130200 |FB WAV -
TFO36-MH-108 025011725133 11100000 |FB WAV
TFO36-MH-107 025011725133 11100000 | P& W4aa07
TFO36-MH-106 025011725133 11100000 | P& WATED
102-3V-7310 025011725133 11100000 |FB WOUEA
102-3V-7410 025011725133 11100000 |FB WOVG
102-3V-7510 025011725133 11100000 |FB WOWL1
102-3V-7610 025011725133 11100000 |FB WIOVPA
102-3V-7710 025011725133 11100000 |FB WY
102-3V-7810 025011725133 11100000 |FB WiDCn
102-3%-7910 025011725133 11100000 |FB WIEAZ
102-3%-79110 025011725133 11100000 |FB WIHC
102-3v-79111 025011725133 11100000 |FB WINW0
1070 ST 70147 TOLN1ATIE T 111000 nn |l oo TETARTTRT il

M4 Record [1 AL IER! | »IJ

Ready [ [ ’W_
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Building A QuickQuery Without The Query Wizard

INTRODUCTION
This section outlines building a QuickQuery report without using the query wizard.

OBJECTIVES

Learn how to build a QuickQuery without the Wizard to include functions and processes that could be
used in any QuickQuery that you build.

APPLICATION

This type of query can be used to generate simple reports “on the fly” without having to use the
query wizard. For example, you could create a listing of all your hand receipt holders by UIC, stock
number and acquisition cost. In this report we will be using different functions to manipulate our
data.

REPORT TYPE

A listing of all your HRH Nbrs by UIC displaying nomenclature, stock number and acquisition cost. We
will use different functions to practice manipulating the data.

PREREQUISITES
Eureka Reporter Designer is accurately loaded and configured on your system.
ACTIVITY

Instructor-led demonstration

Example of the finished report:

i URLEAREporter Designer - (Untitled]

EF Fle Edt View fnsort Guery Took Widow Mok =18 x|
DR sk B FE e
|| || 8[| A A e | B |
|'r Twrusez: M Frsruar 3 { | = [ Hl -
UIC_ | amen SuckIMLUAA | HRITW:Mr [Acteal Cost |
HGI00L | TRE G0 12T 6000 TI0IROTIRL | ST0 27439.00
HEINL | LATHE, ENCINE [ranmnasanz |=m [ 11508.00
AL |3610001z57764  |5TOL | 13566.00
[ |Haon | TRELF W00 |F700 263300
[T [mooon [ TeERRONE STUNT | ssoneEr S0 [ 1,00
[T |HQI00! | BARCODE REATEER: [semEmurLM |ST0 I 2532.00
[ [121001 | ANSWERING MACIINE 7010000452825 |STON 2200 L]
[T [ [MokmoR, B coLoR | msmesz s [ 933,00
[T |HOI0! |COMPUTER, PENTIUM [ | F02M010000348 |70 I 3101.00
[ |icioon [comMPuTer FENTIUM D |F028100027  |5701 5365.00
[0 W [PrRINTER, LaskR [msmozzzn =m0 [ A622.00
[ [Hoioor | SERVER [rozsoniTzszz [sTon | 110000.00
[ |iioo [cpu, DEseTOR MNINIFNIIT  |ST08 499,00
[ [Heion [ HANDHELD COMPUTER | fsnmmnes s [ 499,00
[ |HOI0! [ HANDHELD COMPUTER: |F0ZM0INO0043E  |S701 I 499,00
[ [ncuon |cru, DEskTOR UMM [s802 273400
[ [Remon maonrroR, e e | msieslalz: |san [ 565,00
[T |Hom | TRE G0 (/2T a0 B I 27439.00
1 0 G T ST Soomee (I
Ready MM
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STEPS TO PERFORM ACTION

1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.
3. If the Wizard is displayed, click Finish.
4. Select New from the file menu.
STEP 1:
& e % || a. Uncheck the Use Wizard choice on the new
* Lluckluen mericas 20, = - .
 FresFom — ozs | sazet| | | Gancel | document dialog box.
Europs 31328; $ZE.EZE — b. Click OK.
[" Create TM1 Cube [Sum [ $33829
p Use wizard Facific Rim 0321 $2 490
STEP 2: 2

a. Depress the F2 Key on your keyboard to
display your Object Directory (if it isn't
already displayed).

b. Use the scroll bars to select the appropriate
Business View from which you will select the
columns you want displayed on your report.

~ <5 HINTS!
%@; It may be a good idea to change your
' Preferences to do a Manual Re-Query.

See page C7-15, Setting Preferences,
for more information.

In order to get your data fields to your
working window, you must click on the
ield and while holding the click, drag and
drop the field to any place in the working
window.

Gt it ey i ek

To select MULTIPLE fields, hold the
CTRL key down and select the desired
fields (DO NOT LET UP ON THE CTRL
KEY). Click, “drag and drop” to any
place in the working window.

c. Select the following fields for your QuickQuery report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)

IQuick_Start Nomen Bar Cd
Stock Nbr Acq Cost
HRH Nbr Mjr  UIC
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hanging The Name Of A Column H in

If the name of a particular column is not useful or clear to you or used by your Activity, you have the
capability to change the name of that column heading.

e = STEP 1:

.« Double-click on the column heading you
- wish to change. In this exercise, we will
change the Acq Cost field.

STEP 2: Column: AcqCost {Untitled1.igr} |
Column | Faont I Iranslatel
a. The current name of the column is displayed. Gbia Labetfporl ol e
Change the Object Label to Actual Cost. S [
b. Folder: This displays the folder your data field = Format:
was chosen from. This field cannot be changed. iy AL [ranssRaR00 ]
c. Business View: This displays the Business View Colum [hca Cot P&W'd‘“
your data field was chosen from. This field cannot Columrne || Browse R
be changed. 3 Serisl_Hand_Fiec a Norel -
d. Column: This displays the system column B
heading from the object directory. This field Aog Cast
cannot be changed. s
T Appn Alat Ser
T Asset Cd
g@\ =, NOTE: P e
\ If your report is not working, you may want
7z to check each of your data elements to see 0K | Concel Help
if they are from the same Business View.
To do this, you will need to double-click on
each column heading to make ensure that
all data elements are from the same
Business View.
e. Type: This field displays the characteristics of the data (string, numeric, or date).
CH2 360
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f.  Format: If you selected to change a cost field, you can change the format of that field. Change the
Format to Windows Currency.

Format Functions

FORMAT SAMPLE DATA VALUE FORMATTED APPEARANCE

####0.00 1234.5 1234.50
#HRHHH 1234.5 1,234.5
#.HH# 1234.5 1234.5
#0 1234.56 1235
$#,###,##0.00 1234.5 $1,234.56
$#,##0.00 100.5 $100.50

0 $0.00

2500.25 $2,500.25

-145.10 -$145.10
$#,##0.00;($#,##0.00) 100.503 $100.50

-145.10 ($145.10)
$#,##0.00"CR"; $#,##0.00 $1,234.50CR 1234.5

-1234.5 $1,234.50
0[S/1000] 12375 12

199 0
dd Mmmm yyyy Oct 1, 1966 10 October 1966
dd-MMM-yy Oct 1, 1966 01-OCT-66
mm/dd/yy Jan 15,1991 01/15/91
dddd Oct 1, 1966 Saturday
hh:mm 9:43am 09:43
hh:mm AM/PM 9:43am 09:43 AM
hh:mm:ss 9:43am 09:43:00
hh:mm:ss.ssssss 09:43am 09:43:00.000000

Click on the pick list to review additional Format Functions

g. Charater Width: This field defaults to the actual field length, but can be changed. Keep in mind
that if you make the length shorter that the actual field length, it will truncate the field.

h. Aggregate Function: Select if you want to an average, count, maximum value, minimum value, or
sum for your data field.

~ 5 HINT!
%Qgi If you select the Sum Aggregate Function, after you change the Format, the Format is set back

' to the default. Therefore, set the Aggregate Function before the Format.
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Example of the finished report:

E EUREKA:Reporter Designer - [Fureka 7 Reports.iqr]
Fle Edt View Insert Query Iools Window Help

CH 2
1 October 2004

DEH(SRe BB~ F|rKe
Wl |t BT s8s sy By B
[ Times New Roman 52 || EEa | B A | [ |[enannnnannnoo
TNomen H. BarCd Actual_Cost uc |
TRE. GO L/2T 6000 30010007201 [ 701 167240
LATHE, ENCINE L1001364013 | 8701 167241
COPIERSYS¥EROX | 36100L1297764 |5701 167242
TRK LF 6000LE LT-60RS | 3960000251015 |5701 167204
TELEPHONE, STUII | 318000NO00SZ7__|S701 167243
BARCODE READER SEIIUELM (w701 7251001100
ANSWERING MACHINE | 701000N453825___|8701 HODoO!
MONITOR, 19" COLOR__| 7023000001952 | 701 1503001
COMPUTER, PENTIUM IIl | 7025010000568 | 5701 1593002
COMPUTER, PENTIUM II | 7025010001317 |S701 734201
PRINTER, LASER TUS010032221 |70l 1593003
SERVER. U253 |RT00 1593004
CPU, DESKTOF TUL0IFI03ZE2_[R700
HANDHELD COMPUTER._|70230LN000433 | 8701 HQDOL
HANDHELD COMPUTER. | 70230LN000433___|701 HQIZ
CPU, DESKTOP 021703511000 | 5803 1663321
MONITOR, 17" 100HS | 7025703616122 | 9802 1667201
TRK CGO 1/2T 6000 2E0010907891 |70z 167246
LATHE, ENCINE 4001364013 |702 167247
COPIER B3 XEROX 3610011297764 BT02 167242
TRE LF 6000LE LT-60RS | 3930000251015 |8702 167245
TEI TDIICAIE STTEITT £1 BANNKIANNNST. LAY 127940 h
W] Record |1 TN | »IJ
Ready [ hm
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Changing The Fonts

You can change the font attributes for the column headings in your report.

i [UREKAReporter Designes - [Lureka T Reports.iar]
CFpe BR Yow fret Query Tock Winkm Heb

D Sa @ -
8l %l

BB o~ ! B

el AL s
Al -

| T Times Hew Roman

=/

r

Tl e s v EEa B|[EEmmmnnn 1]

TELEPHONE, ETU I

0]

NTER. LASER

LATHE, ENGI
SV

'UTER, PENTIUM III
COMPUTER, PENTIUM I

{ELD COMPUTER
{ELD COMPUTER

Wl rrecoea |1
eady

SEOO0NO00YET
IRREITNIPLM

i

I 6NF

T025703616122

751

You can also double-click on the column heading.
you selected.

1.

=181

STEP:

Click on the column heading you wish to
change. In this exercise, click on the
Actual_Cost column heading.

Using the Formatting toolbar, change the
type of font you wish to use.

You can also use the Formatting toolbar to
change the size, alignment, style, and color
of the font.

It will display the Column Dialog box for the the column

Click on the Font tab to display the font attributes.

2. Make any necessary changes. Notice that in the Sample box, a sampling will be displayed.
3. Click OK.

Example of the finished report:

CH 2
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EUREKA:Reporter Designer - [Untitled1]

File Edt View Inssrt Query Tooks Window Help

=1alx]
=181 x|

windaws Curency - ‘

uic B
HO1001
HQI001
HOQ001
HOL001
HQI00L
HQ001
HOL001
HO1001
HQI00L
HQ001
HOL001
HO1001
HQ001
HOQ001
HOL002
HQ1002
HQI002
HOQ002
HO1002
HQI002
HQI002
HOL002
HO002
HQI00Z
HOQI002
HOL002

Trinm

DEH|SE|smR- - |Fe en
! Hi L% ev By E|
i Tahoma =|f2 j”?1 U= |l|
Momen lj [BarCd
TRE CG0 12T 6000 2320010907291 3701 012221
LATHE, ENGINE 3411001364013 3701 167241
COPIER 575 XEROX 3610011297764 3701 167242
TRE LF 6000LE LT-60R3 3930000231015 701 167244
TELEFHONE, 3TUII S18000M000927 =701 167243
BARCODE READER 58383311 PLM B701 7251001101
ANSWERING MACHINE | 701000452825 3701 HQO001
MONITCR, 19" COLOR 7025000001952 =701 1593001
COMPUTER, FENTIUM III | 025010000562 =701 1593002
COMPUTEE, PENTIUM II | 7025010001217 =701 2334201
FPRINTER, LASER TF025010032221 3701 1593003
SERVER F025011725133 3701 1553004
HANDHELD COMPUTER. | 702301 NO00433 3701 HQOo1
HANDHELD COMPUTER. | 702301 MO00433 3701 HQoo2
TRE COO 1/2T 6000 2320010907891 702 167246
LATHE, ENGINE 3411001364013 =702 167247
COPIER 575 XEROX 3610011297764 B702 167248
TRE LF 6000LE LT-60RS 3930000251015 3702 167245
TELEPHCONE, 3TUIIT 518000M000927 =702 167243
BARCODE READER 53383311PLM B702 7251001102
ANIWERING MACHINE | 701000MA52825 3702 HQOo02
MONITCR, 19" COLOR TF025000001952 3702 1593005
COMPUTER, PENTIUM IIT | 7025010000568 =702 1553006
COMPUTER, FENTIUM II | 7025010001217 3702 233404
PRINTER, LASER. TFO25010032221 3702 1593007
SERVER TFO25011725133 702 1593008
L
Ready
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Moving Columns

If you decide that you do not like where a column is displayed in your query, you can simply move it.

1. Highlight the UIC column by clicking in the UIC column heading. Your cursor will change to a black
arrow when you place the cursor on the heading.

2. Click and drag the column (while still holding the click) into the first position of your report. As you
move across the screen, you will notice that there is a red line. Use this as a guide to where you want
to position the column.

3. Once you have positioned the red line to where you want the column to be located, release the click
on the mouse.

Example of the finished report:

& EUREKA:Reporter Designer - [Untitled1] ==l x|
X File Edt Wew Insert Query Tools ‘Window Help ===l
DEH Sha|s i~ |Ff e8|

SRR T
T Times New Foman Zlfe =B 7z u=== |M“ﬁ|

StockNhr HRHNheMj |BarCd Actual Cost =
TRE CGO 1/2T 6000 2320010907891 701 0012221 $27,439.00
LATHE, ENGINE 3411001364013 5701 167241 $11’5[]8,[][]
COPIER VS XEROX 3610011207764 S701 167242 $13,566.00
TRE LF 6000LE LT-60RS 3930000251015 701 167244 $27,633.00
TELEPHONE, 3TU III S512000H000927 5701 167243 $1.00
BARCODE READER 58383311PLM S701 7251001101 $2,532.00
ANSWERING MACHINE | 701000452825 701 HOQO001 $232.00
MONITOR, 19" COLOR 7025000001252 5701 1393001 $933.00
COMPUTER, PENTIUM 1 | 7025010000563 S701 1593002 $3,101.00
COMPUTER, PENTIUM 11 7025010001217 a0l 9334301 $5,365.00
PRINTER, LASER. 7025010032221 5701 1393003 $4’522,[][]
SERVER T025011725133 S701 1593004 $110,000.00
HANDHELD COMPUTER | 702501H000433 a0l HOQO01 $499,00
HANDHELD COMPUTER | 702501000433 701 HQD02 $499.00
TRK CGO 1/2T 6000 2320010907891 a702 167246 $27,439.00
LATHE, ENGINE 3411001364013 a702 167247 $11,508.00
COPIER 53Y3 XEROX 3610011207764 5702 167248 $13’555,00
TRE LF 6000LE LT-60RS | 3930000251015 S702 167245 $27,633.00
TELEPHONE, STU 11T 512000H000927 a702 167249 $1.00
BARCODE READER 52333311PLM 5702 7351001102 $2’532.[][]
ANSWERING MACHINE | 7010004452825 S702 HQO002 $232.00
MONITOR, 19" COLOR | 7025000001952 a702 1593005 $933.00
COWMPUTER, PENTIUM III | 7025010000562 5702 1393006 $3’ 101.00
COMPUTER, PENTIUM Il | 7025010001217 S702 933404 $5,365.00
7025010032221 a702 1593007 $4,622.00
7025011735133 5702 1393008 $11[],[][][],[][]

M e T P R T ann Ao . ';I

Ready [ MUM
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Deleting Columns
If you decide that you do not want a column to be displayed in your query, you can simply delete it.

1. Highlight the Bar Cd by clicking once in the heading area.
2. Depress the Delete key on your keyboard.

Example of the finished report:

& EUREKA:Reporter Designer - [UntitledL.igr] o _&l x|
EF Fle Edit Wiew Insert Query Took Window Help 18] %

EECIEFCIEE T R I

ml ! e (2|7 % B H
[T Times New Foman Hijfe =& £ u|= - = |

UIC  |MNomen [Stockmbr HRHNbrM; | Actual_Cost =
HQLOOT | TRK CGO 1/2T 6000 TSI |S701
HQ1001 [LATHE, ENGINE 0364013 |8701 $11,508.00
HQI001 [COPIERSYS KEROX.  |3610011297764 | S701 $13,566.00
HOL00L | TRELF 6000LE LT-60RS  |3930000251015 | 3701 $27,633.00
HQ1001 |TELEPHONE STUNI  |513000NO00SZ | S701 $1.00
HQ100! [BARCODE READER SEWIBIFLM |87 $2,532.00
HQ1001 | ANSWERING MACHINE |T01000N452825 | S701 $232.00
HL00L [MONITOR, 19" COLOR.  |7025000001932 | 3701 $933.00
HQ1001 |COMPUTER, PENTIUM LI |7023010000568 | 5701 $3,101.00
HQ1001 |COMPUTER, PENTIUM I |7025010001217 | 701 $5,365.00
HQ1001 [PRINTER, LASER o000z [5901 $4,622.00
HQL0D! [SERVER TOSTIE |80 $110,000.00
HQ1001 |HANDHELD COMPUTER |70Z301NO00433 | S701 $499.00
HQ100! |HANDHELD COMPUTER, |70250INODD433 |70 $499.00
H(1002 [ TRL.CGO 1/2T 6000 009078 [5702 $27,439.00
HQ1002 [LATHE, ENGINE U603 |8702 $11,508.00
HQI003 [COPIERSYS KEROX.  |3610011297764 | S702 $13,566.00
HQU00Z | TRKLF 6000LE LT-60RY | 3930000251015 | 3702 $27,633.00
HQ1007 [TELEPHONE STUNI  |513000NO00SZ | S702 $1.00
HQ1002 |BARCODE READER SEmBIFLM |70 $2,532.00
HQ1007 | ANSWERING MACHINE |701000N452825 | S702 $232.00
HQL00Z [MONITOR, 19" COLOR. |7025000001932 | 3702 $933.00
HQ1002 |COMPUTER, PENTIUM LI [7023010000568 | 5702 $3,101.00
HQ1002 |COMPUTER, PENTIUM I [7025010001217 | 3702 $5,365.00
HQ1002 [PRINTER, LASER [T $4,622.00
HQL002 [SERVER. TISTIE |70 $110,000.00
L1101 007 T 6 BITITRT Dy %O ADTITED | 0 an hINnnA237. ELht] b ASE OO hd

Ml 4l Record [1 Wil I

Ready [ om
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Freezin nfreezin lumn H in

When your query has numerous columns, it may be impossible to view them all at one time. Freezing a
column(s) helps you identify the content(s) of the row(s). When you freeze a column(s), they are moved
to the left-most position of your query. As you scroll to the right, the column(s) that you freeze will stay in
place, but the other columns will move. Unfreezing will return your query to its original state.

1. Using the table below, add the following fields:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Serial_Hand_Receipt Serial Nbr Fund Cd
Loc
Unit Activity Name

2. Highlight the HRH Nbr Mjr field by clicking once in the heading area.
3. Right-mouse click to display the shortcut attributes menu.
4. Select Freeze Column.

Attributes. ..
Font...
Translate Value. ..

Sork
Group

Count
in
Max

Freeze Column

Filker...

The HRH Nbr Mjr field is moved to the left-most position and there is a fine blue line separating the frozen
column with the unfrozen columns.

5. Scroll to the right.

Notice how the HRH Nbr Mjr field does not move but the other fields move.
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Addin m Column

1. Select the custom column icon or select Insert from the menu bar, and then select Custom.
2. Enter an Object Label of your choice.

3. User Function: Check this box if you want to
Gt |Fogt | Tnsite| pull in calculations that are not defined by the
o _ database administrator.
ObictLabe fnlton Eot [ eerfieien 11 4 Double-click on the Detail folder.
vt Cost = 103 =] 7| 8| 9] « 5. Double-click on the Actual Cost field. You can
il 1|1 choose values for your custom column either by
8 EREE selecting the Columns tab (this is the Object
Directory) or clicking on the Detail folder (these
Qolumnslm Brawse |Euncti0n| T}'DEZINumeric jv are the fle|dS y0u Selected for your I‘epor‘t) ora
= Detall N Format:lﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ vl Comb|nat|0n Of both.
i Ohrace 15— 2] 6. Click on the X (multiply) button.
::‘tg:bg:is[t Aggregate Function:lm 7. Enter -03 (thIS iS jUSt the |nﬂat|0n amount). If
uc you want the total inflated cost, the formula must
erhr & be Actual_Cost * 1.03.
4 »
’TI Cancel | Help |

Example of the finished report:

g}'EUREKA:Reporter Designer - [Eureka 7 Reports.iqr]

E! File Edit Yiew Insert Query Tools ‘Window Help == =]
DESHESREm| @ =~ |Fx|[Ow|
L ERNEE R A Y -
I':ﬂ'jTimesNewF!oman j“‘lﬂ j|B FANN |§ = |.|' I j‘
HRHIMNbrMjr |Loc om_ A
3701 BLDG 24 DEFENSE FINANCE & 2 UNTING SERVICE-TRAINOL
3701 BLDG 24 L3 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 34524
3701 BLDG 24 L3 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL A06 98
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 22899
3701 BLDG 24 L3 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 0.o3
3701 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL T506
3701 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 6.96
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 2709
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 0303
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 16095
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 138 66
3701 BLDG 24 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 3300.00
3701 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 14097
3701 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 14097
3701 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL 14097
2802 BLDG 15 c1 DEFENSE FINANCE & ACCOUNTING SERVICE-TRAINOL #2111 Ij
Ml [ Recora [16 ]I >
Ready [ [ [ |
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Applying Filters

Apply filter conditions to help narrow down database output so that it includes only the relevant data that
you selected.

Filters are defined in the QuickQuery window using displayed values.

1. Click onthe ™ icon.

Sort Order/Filter: Dy My

: 2. Double-click on Actual_Cost.
Biter | ot Orcer | : 3. Set the Operator to <= (less than or equal to).
[ Seieetfusy Detaten oRd 4. Enter 5000 in Valuel.

Object: Operator: WValuel: ialued: Group

| [~ = [ &

0: Actual C s Than or Equal To 5000

w2 NOTE:

\
\i/ Remember the RULE for OR’d Group
7 numbers on any two statements are the

Columns [ Objects Browse| | 20 Modity Delete | same, those two statements are connected
bet;ilomen I Disinct Vebass Orip_[Fier Tymes by the AND condition. If the OR’d Group

Sttt o & Cunert numbers on any two statements are

. uztom Uvernde: -
HRHNbikir — (‘: 238: different, those two statements are
oc pe

U ~ Quick Fiters connected by the OR condition.

SenialMbr

E L hd -
i . -

5. Click Add to activate the filter. If you have an

| existing filter and you need to change it, highlight
the condition, change the condition and then click
Modify. If you have an existing filter that you no
longer need, highlight the condition and click
Delete.

Distinct Values Only: Check this box when you want to eliminate any duplicate rows.

7. Custom Override: This displays any overriden SQL statements.

Filter Types

o

Current Displays the current filter(s) that is in effect.
Base These are always in effect and have no conditions defined, and perform no filtering.
Ad Hoc These are defined in the QuickQuery window using displayed values.
Quick These are given a name and saved. These filters can only be created using the QuickQuery window.
8. Click OK.
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Example of the finished report:

g UREKA:Reporter Designer - [Untitled2]

E‘ File Edit Wew Insert Query Tools Window  Help == x|
DR gRem 2B o | F e
A EEEEE AR T

[T Times New Roman 3 || T [ 3 A = =]
HEHNbrAj (Nomen StockNbr SerialNhr Loc =
701 TELEPHONE, ST 11 518000MO00527 1,00 324230R ELDG 24
701 BARCODE READER 58383311PLM 25372, ()| ERD-001.001 UNASSIGNED
701 ANSWERING MACHINE | 701000N452825 232.00 AF-0! UNASSIGNED
701 MONITOR, 19" COLOR. | 7025000001552 933,00 173004103 ELDG 24
701 COMPUTER, PENTIUM III | 7025010000568 3101.00/5%667% ELDG 24
701 PRINTER, LASER 025010032221 46272.00 | 777664ED ELDG 24 —
701 CPIU, DESKTOP 02501 FO03222 499,00 TODAYTEST UNASSIGNED
701 HANDHELD COMPUTER. | 702501000433 499,00 53001 UN ASSIGNED
701 HANDHELD COMPUTER. | 702501000433 499,00 535002 UN ASSIGNED
802 CPII, DESKTOP 021703511000 273700 00344801 ELDG 15
802 MONITOR, 17" 100HS 025705616122 565.00 1997341 ELDG 13
2702 TELEPHONE, 3TU I 518000M000927 1,00 72423081 ELDG 3
2702 BARCODE READER 52323311PLM 25372, ()| ERD-001-002 UN ASSIGNED
2702 ANSWERING MACHINE | 701000M452825 232,00 AF-002 UN ASSIGNED
2702 CPU, DESKTOP 021703511000 499,00 TESTING: UNASSIGNED
2702 CPU, DESKTOP 021703511000 499,00 TESTINGS UNASSIGNED
M 4Recora [17 DD | ;lJ
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Sorting Columns
Use the Sort function when you want your data sorted in a particular order (ascending or descending).
1. Highlight the Nomen field by clicking once in the heading area.

z
2. Click on the %l (to sort in ascending order) or ﬁl (to sort in descending order) from the toolbar.

Example of the finished report:

Q’.:"EUREKn:Reporter Designer - [Untitled2]
%? File Edit ‘iew Insert Query Tools ‘Window Help =&l
DEH SRm|[L @0~ |[Ffy e

JIENEE=APF A AR YA

JJ|'@ Times News Raman j“m j| B U | E = = |£I | I~
HRHMNbhrMj | Nomen Stocklbr Actual_Cost SerialMbr Loc =
=701 ANSWERING MACHINE | 701000M 452825 232.00 AF-001 UNASSIGHNED
=702 ANSWERING MACHINE | 701000M452825 232.00 AF-002 UNABSIGHED
3703 ANSWERING MACHINE | 701000M452825 232.00 AF-003 UNASSIGHED
2704 ANSWERING MACHINE | 701000N452825 232.00 AF-004 UNASSIGHNED
2705 ANSWERING MACHINE | 701000M 452825 232.00 AF-005 UNASSIGHNED
2706 ANSWERING MACHINE | 701000M452825 232.00 AF-006 UNASSIGNED =
=707 ANSWERING MACHINE | 701000MN452825 232.00 AF-007 UNABSIGHNED
=702 ANSWERING MACHINE | 701000M 452825 232.00 AF-003 UHNASSIGHNED
2709 ANSWERING MACHINE | 701000N452825 232.00 AF-009 UNASSIGNED
210 ANSWERING MACHINE | 701000M 452825 232.00 AF-010 UNASSIGHNED
2T ANSWERING MACHINE | 701000452825 232.00 AF-011 UNASIIGNED
2712 ANSWERING MACHINE | 701000M452825 232.00 AF-012 UNASSIGNED
2713 ANSWERING MACHINE | 701000M 452825 232.00 AF-013 UHNASSIGHNED
2714 ANSWERING MACHINE | 701000N452825 232.00 AF-014 UNASSIGNED
=715 ANSWERING MACHINE | 701000M452825 232.00 AF-015 UNABSIGHED
a7la ANSWERING MACHINE | 701000M452825 232.00 AF-0la UNASSIGHED =

I Record [1 IR | ;IJ
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roupin n

r

in lumn

Use the Group function when you want your data grouped by like items.

1. Highlight the HRH Nbr Mjr by clicking once in the heading area.
2. Right-mouse click to display the shortcut attributes menu.
3

Select Group.

-OR -

4. Click on the B button from the toolbar. (If you want to ungroup, simply highlight the grouped

column and click on the button.

5. Save your report as QQGROUP.
6. Close your report.

Example of the finished report:

E'.:"EUREKH:Reporter Designer - [Untitled2]

E? File Edit Yew Insert Query Tools MWindow Help =18 x]
DEHSREm 2@~ |[Ffy e

WE X! o2 |E% %Y B H

I']]j Times Mew Roman j“m j| B I U |§ = = |£I I j
HRHNbrMj | Nomen StockNbr Actual Cost SeriallNhr Loe E

LATHE, ENCINE 3411001364013 43722,00 1BL0009 BLDG 27 SEC 7

N151 TELEPHONE, STU III S18000N000927 1.00 | 120sT000 BLDG 27 8EC 7
N151 EARCODE READER 5§3%331 1PLM 25372, 00| EFD-01028 UNASSIGNED
H151 ANSWERING MACHINE | 7010001452525 232,00 AF-0008 UNASSIGNED
151 MONITOR, 19" COLOR. | 025000001952 933,00/ 178201 LMo BLDG 27 SEC 7
H151 COMPUTER, PENTIUN I | 7025010000565 3101,00 00-KM-009 BLDG 27 SBC7  —
N151 PRINTER, LASER 025010032221 3622.00 %771-LF-0009 BLDG 27 S 7
N151 HANDHFLD COMPUTER | 702301000433 499.00/|33-010-017 UNASSIGNED
N151 HANDHELD COMPUTER | T0Z301M000433 499,00 |2-010-0: UNASSIGNED
Ni3z CD ROM 025703601000 123,00 |vD-3221115 BLDG 222435
Hi52 MONITOR, 17" 100HS 025703616122 455,00 3234201010 BLDG 22
190 LATHE, ENCINE 3411001364013 43722,00 61000100019 ELDG 74
N190 COPIER Y3 XFROX 3610011297764 23727, ()() | 6100DL0034223 UNASSIGNED
M190 TELEPHONE, STU III S18000N000927 1,00/ 3180570001 ELDG 74
M190 EARCODE READER 5§38331 1PLM 2633.00|Ec-300-007 UNASSIGNED
Mis0 ANSWERING MACHINE | 7010001452525 232,00 | AF-0010 UNASSIGNED

M 4] Record [45 [Tl e | ;'J
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Activity: QuickQuery Without The Query Wizard

nt Hands-On With Instr r Direction
Unit of Study: QuickQuery (without the Wizard)

Application: This activity will be used to apply what you have learned in the previous lesson. You will
build a query without the wizard and then use various functions to manipulate your data.

Report Type: This report will display assets with acquisition cost, filtered by major hand receipt
holder number and grouped by nomenclature.

Instructions:

1. Open a new QuickQuery report without the Wizard.
2. Select the following fields for your QuickQuery report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Catalog ARC Stock Nbr
Nomen
Hand_Receipt_Holder HRH Nbr Mjr
Serial_Hand_Rcpt.-Auth |Acq Cost Auth Qty
Cond Cd Qty On Hand
3. Change the name of Acq Cost to Actual Cost or a comparable term.
4. Delete the ARC.
5. Group on the Nomen.
6. Count on the Nomen.
7. Build a Custom Column labeled Over/Short.
8. Subtract the Qty On Hand from Auth Qty, which will equal the Over/Short column.

9. Filter for HRH Nbr Mjr Like W*,

10. Sum on the Acq Cost.

11. Save the report in the Eureka folder on your Desktop as QQACTY.
12. Close the report.
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Example of finished report:

a?EUREKn:Repurter Designer - [Untitled3]

E!Eile Edit Yiew Insert Query Tools Window Help ;Iilﬂ
EEEIEEE T

E-NEERE =R A4 Y -]
|

Jl'ﬁ| Times Mew Foman j“w j| B 7 I |§ = = |£| I j ‘
Nomen |Smckor |HRHIVhrMj | Actual Cost CondCd| AuthQty | QiyOnHand| OverShort | =
TO1000H 452525 WOUZE & T500 | A 3 1 2
ANSWERING MACHINE | T01000H452525 WIUGCE T500 A 3 1 2
ANSWERING MACHINE | T01000H452525 WOVG3S 7500 A 3 1 2
ANSWERING MACHINE | T01000H 452525 VWOVLOS 7500 A 3 1 2
ANSWERING MACHINE | T01000H 452525 WOVEAM T500 | A 3 1 2
ANSWERING MACHINE | T01000M 452525 WITLE 500 | A 3 1 2
ANSWERING MACHINE | 701000452525 WD T500 | A 3 1 2
ANSWERING MACHINE | 701000452525 WIEALL T500 | A 3 1 2
ANSWERING MACHINE | T01000N452525 WIHCRZ T500 | A 3 1 2
ANSWERING MACHINE | T01000N452525 WINV04 T500 | A 3 1 2
ANSWERING MACHINE | T01000H452525 WINWSA T500 | A 3 1 2
ANSWERING MACHINE | T01000H452525 WIVSO7 T500 A 3 1 2
ANSWERING MACHINE | T01000H452525 VWINETS 7500 A 3 1 2
ANSWERING MACHINE | T01000H 452525 WWEVE10 7500 A 3 1 2
ANSWERING MACHINE | T01000H 452525 Wa020 T500 | A 3 1 2
ANSWERING MACHINE | 7010001452525 WATE10 500 | A 3 1 2
ANSWERING MACHINE | 701000452525 WARJE6 T500 | A 3 1 2
ANSWERING MACHINE | 701000452525 WEBZTAZ T500 | A 3 1 2
ANSWERING MACHINE | T01000N452525 WOdAL A T500 | A 3 1 2
ANSWERING MACHINE | T01000N452525 WDOTAG T500 | A 3 1 2
Court |20
Sum | ANSWERING MACHINE 130000
IT LITr o4, RIS ATIC ST LRLON 120 ATAD TEROTTOS A 1420 N0 A a ] nl T
M4l Record |51 ISR | »IJ_
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Skill Builder: QuickQuery Without The Query Wizard

Skill Builder: QuickQuery Without The Query Wizard

Objectives: You will:
e Review Building a QuickQuery Without The Query Wizard (Exercise below)
e Discussion Questions
e Practical Exercise to build a QuickQuery Without The Query Wizard

Complete the following exercise:

1. Outline the steps to perform when setting your preference for Manual Re-Query

2. What action(s) take place when you depress the F2 key?
3. You cannot change the name of a column heading. (True or False)
True False

4. To delete a column, you first the column then depress the key on
your keyboard.

5. When your query has too many columns, it may be impossible to view them all at one time.
a column helps you identify the content(s) of the row(s).

6. are used when you want to apply values to a query that are not avail-
able in the database.

7. You display the shortcut attributes menu by doing a
with your

8. Where is the keypad located that enables you to create numerical calculations?

Discussion Questions:

1. Review the Grouping/Ungrouping Column Function.

2. Discuss why you would use and what are the advantages of QuickQuery without using the
Query Wizard.

3. Describe the Ad Hoc Filtering process.
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Practical Exercise: QuickQuery Without The Query Wizard

Independent Student Report
Unit of Study: Building A QuickQuery Without The Query Wizard

Application: This activity will be used to apply what you have learned in the previous lesson. You will
build a query without the wizard and then use various functions to manipulate your data.

Report Type: Asset listing by major hand receipt holders beginning with “W”, grouped by
nomenclature, displaying actual dollars or quantity on hand.

Instructions:

1. Open a new QuickQuery report without the Wizard.
2. Select the following fields for your QuickQuery report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)

Catalog Nomen Local Use
Stock Nbr

Hand_Receipt_Holder HRH Nbr Mjr
Serial_Hand_Receipt Acq Cost
Serial_Hand_Rcpt.-Auth. |Qty On Hand

Change the name of the Acq Cost column.

Delete the Local Use column.

Group on Nomen.

Build a Custom column labeled Total Cost.

Multiply Qty On Hand by Acq Cost.

Change the Format to Windows Numeric.

Filter on HRH Nbr Mjr Like W*,

10 Sum for on the Custom column.

11. Save the report to the Eureka folder on your Desktop as QQPE.
12. Close your report.

©ONOUT AW
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Example of the finished Report:

E8 EUREKA:Reporter Designer - [QQPE.igr]
=F Fle Edt Yew Insert Query Tools ‘Window Help == =]

DEHSRm|) 2o |[Ffy(en]
BE xtoE 2 R% v BB

I'_|11 Times New Roman j“‘ID j| B 5 U |§ = |£I I j ‘

MNomen StockINbr HEHMbhrDj | Actual Cost QiyOnHand| Total Cost J
AMNZWERING MACHINE | 701000H452825 WATEL0 75,00 1 7500
ANIWERING MACHINE | 701000H 452825 WARS20 75.00 1 7a00
AMNZWERING MACHINE | 701000H452825 W3AVE10 75,00 1 7500
ANIWERING MACHINE | 701000M 452825 WL 3 75.00 1 7500
AMNZWERING MACHINE | 701000H452825 WLVSUT 75,00 1 7500
ANIWERING MACHINE | 701000M 4352825 WSS 75.00 1 7500
AMNZWERING MACHINE | 701000H452825 WHV04 75,00 1 7500
ANIWERING MACHINE | 701000M 4352825 WIHCRZ 75.00 1 7500
AMNZWERING MACHINE | 701000H452825 WIEALL 75,00 1 7500
ANIWERING MACHINE | 701000M 4352825 WIDC11 75.00 1 7500

ANIWERING MACHINE | 701000H452825 WYL 75,00 1 7500 =
ANIWERING MACHINE | 701000M 4352825 WOVE A 75.00 1 7500
AMIWERING MACHINE | 701000H452825 WOVLOS 7500 1 7500
ANIWERING MACHINE | 701000M 4352825 WOV 75.00 1 7500
AMIWERING MACHINE | 701000H452825 WIUECE 7500 1 7500
Sum ANSWERING MACHINE 1,500000
AV HVEY AN/AVIE-AVIZ [3855011384748 WIUECE 14245.00 2 2073200
AVHVIY ANFAVEA(V)Z | 5233011334742 WOUECE 14269.00 2 2073200
AV HVEY AN/AVIE-AVIZ [3855011384748 WOVE3S 14245.00 2 2073200
AVHVIY ANFAVEA(V)Z | 5233011334742 WAOVGEES 14269.00 2 2073200
AV HVEY AN/AVIE-AVIZ [3855011384748 WOVLOS 14245.00 2 2073200
AVHVIY ANFAVEA(V)Z | 5233011334742 WAOVLOS 14269.00 2 2073200

TT LITX i, BRI A TTCE ST LOLINT 120 AT AP TEMNUTDA®N 1. A2E0 NN 2 A0 T N0 x

] 4] Recaord 51 DI I;IJ_
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Building A Summary QuickQuery

Unit of Study: Creating Summary Documents. A Summary Document provides summary information
instead of detailed information. This reduces the amount of detail—multiple rows are aggregated
together.

Application: This report is used when only summary information is requested.

Report Type: A summary report of all Hand Receipt Holders showing the total value of all their
assets.

Activity: Student Hands-On with Instructor direction
Instructions:

1. Open a new QuickQuery report without the Wizard.
2. Depress the F2 Function Key if your object directory is not open.
3. Select the following fields for your QuickQuery report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)

Quick_Start! HRH Nbr Mjr
Acq Cost

4. Double-click on the Acq Cost column heading.

5. Click on the drop down arrow for the Aggregate Function.
6. Scroll and select Sum.

7. Click OK.

8. View report.

9. Close the report.

10. DO NOT save the report.
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled3]

E N i
R s
| Acy Cost |

27508300

S7E00
26287100
97700
28173100
177700
28328900
177700
28326900
177700
28306900
177700
28272400
177700
28312000
177700
27309300
1166.00
27322800
138800
27055900

T T [
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Building A Quick Filter In QuickQuery

Unit of Study: Creating Quick Filters in your QuickQuery Documents.

Application: Use this function when you want to reduce the amount of detail information on your
query.

Report Type: UIC total dollar amounts under each individual fund code.
Activity: Student Hands-On with Instructor direction

Instructions:

1. Open a new QuickQuery report without the wizard.

2. Depress the F2 Function Key if your object directory is not open.
3. Select the following fields for your QuickQuery report:

BUSINESS VIEW: DEPRECIATION EXPENSE

FOLDER DATA ELEMENTS
Catalog Stock Nbr
Serial_Hand_Receipt Acq Cst Serial Nbr
Fund Cd UIC

g EUREKA:Reporter Designer - [Untitled2]
E!Eile Edit  Wiew Insert Query Tools Window Help

DEH SR 2r- = |F (e

BB |22 L2%v By H|

I':ﬁj Times New Roman L”I‘ID LI| B I U === |M|I_

AcqCost FundCd | StockMNbr SerialMbr c

445.00 [FB 1005000735421 | 1892874P5-01 W1DCO3
445.00 |FB 1005000735421 | 1892874P5-02 W1DCO3
445.00 |FB 1005000735421 | 2226201 WIMKAA
446.00 |FB 1005000735421 | 22262-02 WIMKAA
446.00 |FB 1005000735421 | 4259830-01 WLNVO3
446.00 |FB 1005000735421 | 4259830-02 WLNVO3
445.00 |FB 1005000735421 | 4751401 WIHCAA
445.00 [FB 1005000735421 | 47514-02 WIHCAA
44600 1005000739421 |48174178-01 WoAAAL
44500 P4 |100500073942L | 48174175-02 WCALAL
44500 |FB 1005000739421 | 4871301 WOUGAAS
44500 |FB 1005000739421 | 48713-02 WOUGAAS
4500 (P4 [1005000739421  |487141091-01 WDCTIM

4. In the Fund Code Column, highlight one cell of Fund Code PA.

5. Click on £ (Apply Filter Icon). This will apply a filter to the current section. This action will

automatically filter your report to show only the assets with the fund code of PA.
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Example of the finished report:

& EUREKA:Reporter Designer - [Untitled1] S & x]
EF Fle Edt Yiew Insert Query Tools indow Help =18 %]
DEMSRm|i el - 7% (0w
T @ || %%V B |
[ Tmes New Fomen i | [ |- - ‘
AcqCost FundCd | SeriallNbr StockNbr uic =]
4600[FA  |48174175-01 1005000730421 | WCAAAA
M600[PA  |4BIT417802 1003000739421 | WCAAAA
M600[FA  |4E714100101 1005000730421 | WDCTOM
M600[FA  |4E714100102 1005000730421 | WDCTOM
M600[PA | 389T2LKF-01 1003000739421 | WATH09
M600[PA | 389TILKF-02 1003000739421 | WATH09
4600|FA  |FE2075.01 1005000730421 | WOUZAA
M600|FA  |FE20875-02 1005000730421 | WOUZAA
M600[PA  |HTED919.01 1003000739421 | W69y
44500|PA  |HTEO919-02 1005000739421 | WWds907
M600|FA  |KF30127401 1005000730421 | WAXAA
M600[PA  |KFa9IZ7402 1003000730421 | WAL
M600[PA | XSWHUINLOL 1003000739421 | WBZTAA |
M600[FA | HEWOUONL0Z 1005000730421 | WEZTAA
31600[FA  [3252501 1005006780838 | WATS0D
31600[PA  |3252502 1003006789828 | WATHOY
31600[PA  |489714R01 1003006789838 | WDCTOM
31600[FA  |480714R-02 1005006789838 | WDCTOM
31600 |FA 01 1005006780838 | WCAAAA
31600[PA | 576839090002 1003006789838 | WCAAAA
31600[PA  |RQZILOL 1003006789838 | WOUZAA
31600|FA  |RQ232-02 1005006780838 | WOUZAA
31600[FA  |RT20901-01 1005006789838 | Wd6o07
31600[PA  |RT29010Z 1003006789838 | WHI6907
31600[PA  |T28949-01 1005006789838 | WEZTAA
31600[FA  |T28040-02 1005006780838 | WEZTAA
31600[PA | TU13508-01 1003006789838 | WANOAA
31600[PA | TU13908-03 1003006789838 | WAXDAA
38500[FA  |4897113101 1005013368365 | WOUZAA
38500[FA  [4897113102 1005013368365 | WOUZAA
38300[PA  |525258DT-01 1003019368265 | WATH09 'j
M 4TRecord [1 WMl <] I+
Ready [ |mum

6. At the menu bar, select Query>Filter>Save As.

Tools  window Help

“Wizard, .,
TM1 Cube Wizard. .,

Sort Order...

Cuick Filkers. ..

Setup...
Defaul: Font, .,

Please enter Quick Filter name: IFund Code PA
coen |

8. Click OK.

9. Click on % (Clear Filter Icon). This action will clear your document of the Quick Filter.
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10. At the menu bar select Query>Quick Filters...

ety
Wizard, ..
TML Cube \Wizard, .,

Sort Order. ..
Filter 3
Guick Filters. ..

Sekup...

Default Font. ..

Database Connection Crverride. ..
QL Dverride, .,

Cache Override...

QuickQuery Properties, .

View

Refresh Cache

This will bring up the Quick Filter Screen that will list your Quick Filter. From here you can select the listed
filter and it will apply it to your document.

11. Highlight Fund Code 98.
12. Click OK. Your document is now filtered again by the fund code of 98.

Qe

Wizard. ..
THM1 Cube Wizard. ..

Sort Order, .,
Filter 3
Quick Filters, .,

Setup...

Default Font. ..

Database Connection Crerride. .
SgL Override. .

Cache Cwverride, ..

GQuickQuery Properties. ..

Views

Refresh Cache

13. Clear the filter by using the Clear Filter Icon.
14. Repeat the process for Fund Code PA (start at Step 4 through Step 8).
15. After filtering by PA, save your report as QQFILTER, we will be using it in the next exercise.
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Building Translate Values Using QuickQuery
Unit of Study: Creating Translate Values within a Document.

Application: Value translations allow you to substitute one value for another.
You can use value translations to:

Replace a technical term or code with a familiar term

Draw attention to a significant value

Add more information about certain values
Express a numerical month as an alphabetic month

Report Type: Continuation of fund code report (QQFILTER) translating dollar amount.

Activity: Student Hands-On with Instructor direction

Instructions:
1. If closed, open QQFILTER report.
2. Double-click on the Dollar Amt column heading.
3. The Column Dollar Amt window will appear.
4. Select the Translate tab.
5. Double-click on the Detail folder in the Object Source.
6. Double-click on Dollar Amt to move it to the Object field.
7.  Set the Operator to >= (greater than or equal to).
8. Enter 100000 in Valuel.
9. Then Become: Enter "CAPITAL ASSET".
10. Click Add Case.
11. Otherwise Become: Enter "NON-CAPITAL".
Column: DallarAmt (Untitledl.igr)
Column | Font  Translate |
Object: Operator: Walue 1: el 2
Whenl b- =l ! Add Case Activates your condition.
then Become: ICAF'TIAL ASSET
Delete Case This will remove an
Dollardmt Greater Than or Equal To 100000 Become CAPTIAL ASSET [Value] eXiSting Condition. YOU
q | O will ngedt tt:)o Pighlight the
- Object Source fdd Case I [elete Case [ adify Case | (S:ZIS:CtIEfIIS suﬂsnyou
Otherwize Become
& Dollarmt |Doua,,;mt Modify Case This will allow you to
FundCd _ — make a change to an
Hairfed . R Tie: e -] existing condition. You
EI| _.|—| will need to highlight the
case first before you
select this button.
QK Cancel Help
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12. Click OK.
13. Save your report.
14. DO NOT close the report — we will continue to use it in the next Unit of Study.

Example of the finished report:

g.:"EUREKA:Reporter Designer - [CZ2-61.iqr]

E_! File | Edit Miew Insert Query Tools ‘Window Help _Iﬂlil
[oedglm|ima- |7z |ew|
|8 ||x ¢ e8| 2% %Y & B
“I']lﬂ Times Mew Roman j ||1U j| B I U | E = = | .|'| I j ‘
DollarAmi FundCd | Seriallhr StockNhr uIc I
CAPTIAL ASSET |C1 64634563446 025011725133 HGLO0L
CAPTIAL ASZET |C1 SHAARIA6344T FO25011725133 HO1o02
CAPTIAL ASSET |C1 ShddE350344E T025011725133 HOQ1003
CAPTIAL ASZET |C1 6440345634471 FO25011725133 HOL005
CAPTIAL ASSET |C1 SodsA34563447 20 TO25011725133 HOQ1006
CAPTIAL ASEET |Cl 6446345653446 TO025011725133 HO1001
NON-CAPITAL |C1 SHAAG34563446 025011725133 HO1001
NON.CAPITAL |C1 3644834565446 TO25011725133 HO1001
CAPTIAL ASZET |C1 34567 F021035000322 HO1020
CAPTIAL ASSET |C1 34567 TO21035000333 HOQ1020
CAPTIAL ASZET |C1 34568 FO021035999332 HO1020
CAPTIAL ASSET |C1 34569 021035999373 HOQ1020
CAPTIAL ASEET |Cl 34568 TO021035000332 HO1020
CAPTIAL ASZET |C1 34569 T021035999322 HO1020
4[4l Recard [1 3 N | »IJ
Ready WM |
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Exporting Your Query

INTRODUCTION

If you want to share your query or output document with someone who does not have the Eureka
software, then you can export the data to another application.

Exporting a document creates a file in the format you choose. You can export from QuickQuery
windows, FreeForm windows, and output windows.

When you export from a FreeForm window or QuickQuery window, Eureka Reporter Designer submits
the query, formats the data if necessary, and exports your document.

When you export from an output window, Eureka Reporter Designer exports the already-created
output.

Reports or data can be sent to a comma-delimited files, or most commonly to a text, Excel, or HTML
file.

OBJECTIVES

To show how a user can provide the results of a Fureka Report electronically to someone who does
not have Eureka on their PC.

APPLICATION

The most common use of this function is to send information which a user pulls out of £ureka, and
wants to share it electronically with someone who does not have Eureka installed, but does use a type
of file, like Excel or an Internet Browser (HTML).

PREREQUISITES

Eureka Reporter Designer is appropriately loaded and configured.
ACTIVITY
Student Hands-On with Instructor direction

REPORT TYPE

We will use the Fund Code report (QQFILTER) for exporting.
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STEPS TO PERFORM ACTION

1. If closed, open the report named QQFILTER.
2. Select the Export icon &

-OR-

Select File from the menu bar.

Select Export... from the program group.
Change Save in to Desktop.

Change Save as type to Excel File (*.xls).
Click Export.

Nounhrw

If you have any quick filters in your report, the Quick Filter selection window will display. If this happens,
just click OK.

\’O\ NOTE:
\ \////2 There are several different formats that you can export to (i.e., HTML, text file, Excel file).
\Z

8. Close your report.
9. Double-click on QQFILTER.xIs from your Desktop.

Example of the finished report:

™ Microsoft B
”E File Edit View Insert Format Tools Data Window Help _Iﬁllil
DEEESRAY s2ad > « @z s 4indg -0
A w0 -B7USE=E %%, $8EE _-0-A-
A1 j =| DollarAmt
A | s | ¢ | b [ E | F [ & | H [ 1 T b [ ¥k
1 |DollarAmt IFundsd  SerialMbr StockMbr Iz =
| 2 | o1 SE4AR3AE63446  FO25011725133 HR1001
| 3 | 0 SE4ARZAEE3447  TO250117251535 HO1002
| 4 | o SB4AG34563445 7025011725133 HQ1003
| 5 | 01 SE4AR345634471 025011725133 HO1005
| B | 01 SE4AR34563447 20 FO25011725133 HO1005
| 7| 0 SEAAE34EE3445  FO25011725133 HQ1001
| 8 | 0 SE4AR3AEE3446  TO25011725133 H10M
| 9 | 01 SE4AR3AE63446  FO25011725133 HR1001
| 10 | 0 SE4ARZAEE3446  TO250117251535 HQ1001
1Al
12,
13
14
15
15
17
18
15
0
21
22
144 [ Sheet1 | 4]
”Dguwv%@j AgfoShupssv\\DO‘|&viv&v —ﬁ.e‘
Ready —r— [ [ m®m[ [ [
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Emailing Your Query

INTRODUCTION

It is possible to share query/report results with others by attaching the query/report to an electronic
mail.

OBJECTIVES

To practice and learn how to attach files to electronic mail.
APPLICATION

Used to email your queries to other users.

REPORT TYPE

Fund Code report (QQFILTER).
PREREQUISITES
Eureka Reporter Designer is appropriately loaded and configured.

ACTIVITY

Instructor-led lecture
STEPS TO PERFORM ACTION

If the recipient is located on your email server, use these steps:

1. Open the QQFILTER report.
2. Select Eile from the menu bar.
3. Select Send Mail... from the program group.

If the recipient is NOT located on your email server, you will need to open your email application and
type in the recipient’s email address and send the query as an attachment.
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Page Setup

INTRODUCTION

Setting up your page allows you to control the appearance of your document through several page
options, including titles, page numbers, layout, margins, borders, headers and footers, background

images, etc.
OBJECTIVES

To practice and learn how to change the page setup.
APPLICATION

Used to set up page headers, footers, page numbers, etc.
REPORT TYPE

None
PREREQUISITES

None
ACTIVITY

Instructor-led lecture

STEPS TO PERFORM ACTION

1. Select Eile from the menu bar.
2. Select Page Setup... from the program group.

x| STEP 1:
Page |Header.-"Footer| QuickQueryI .
~Page Size———— - Page Margin a. Page Size: This option is not available in
Height: I I, Top: I E In. Left: IU_5 In. QuiCkQuery.
fidth: I It Biattom: I‘I.D In. FRiight: ID.5 In. b' Page Marglns: Your page marglns a_re
defaulted to the current Windows settings,
[Py -F'(rigting but you can change, if needed.
[~ ol Sizale to Fit .
s of Colarns [ e seer [ % c. Page Layout: Page layout controls how

& Diowr the across

= Grid
7 Aeross then dow

I~ Use Grid
— Center on Page Orientation CellHeinht l— s
[~ Wertical € Portrait d
v Huorizontal | Landscape (ol I i
Save &z Defaults | e.
QK I Cancel | Help | f_

CH 2
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documents that are wider than your
printer’s page size are printed (when they
are not scaled to fit the page).

. Printing: This option is not available in

QuickQuery.

Center on Page: Select how you want
your output displayed on you page.
Orientation: This option is not available
in QuickQuery.
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g. Grid: This option is not available in QuickQuery.
h. Select the Header/Footer tab.

STEP 2:

a. Click the location where you want to insert the
item (for example, if you want it centered on the
first line of the header, select the header page
and click in the first cell under Centered.

b. Use the tools along the side of the screen to
change the font, enter the application name, file
name, add page numbers, and add the date to
your report.

c. Click the Footer tab.

Page Setup m

Page Header / Footer | Quickﬂuer}ll

—Header/Footer

Left Aligned | Centered Right Aligned ||
30 Sage §F OFf $rl

5 W SN ER ST S

-

Header iy Footer f

Header: |0.0 @n. Footer: IDD En. First Page #: |auto

Save As Defaults |
Cancel | Help |

i~ Distance to Frame: "Paga Mumbering:

Page Header / Footer | QuickDuewI

~Header/Footer
Left Aligned [ Centered rightpiigned  [=] A
=
— &
&
Header F Footer Vi
r— Distance to Frame; Page Mumbering:
Header: IU.U—H. Footer: IU.D—n. ’7 First Page #: W
Save Az Defaults

Cancel Help |

STEP 3:

The default is to print the date and time on the
bottom left and then the page number on the
right. These can be changed.

ooo

d.
e.
f

g.

Delete the page number from Right Aligned.
Click in the first cell of the Centered column.
Enter Page and then add a space.

Click on .
Position your cursor after the $P.
Enter Of and add a space.

Click on &l . This will cause your page
numbers to read: Page X of XX.

h. Distance to Frame: To change the distance between the header or footer and the frame containing
the QuickQuery, enter the distance you need in the Header and Footer boxes.
i. Page Numbering: If you wish the page numbering to begin with a specific number other than 1,

enter it in this box.
j.  Select the QuickQuery tab.

CH 2
1 October 2004

388



Page Setup

STEP 4:

a. Titles and Gridlines: Check or
uncheck the desired title or gridline box
to control the appearance of your query
for printing.

b. Save As Defaults: If you want to save
your settings to use with future queries,
click this button.

c. Click OK.

CH 2
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Page IHeader.-"Footer QuickQuery

— Titles and GridLine:

V' Column Headers

¥ Fririt Frame

v Wertical Lines

V¥ Huorizontal Lines

™ Orly Black and White

— Previe

@ || ok

Save Az Defaults |

o]

Cancel |

Help |
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Manual Inventory Process

INTRODUCTION
When conducting the inventory via the manual process, you will need to take the hard copy of the
Inventory Report, visually verify the existence of the assets, and annotate any discrepancies in

Location or Qty on the report. Upon its return to the Property Management Office, the Reconciliation
will be input manually into DPAS by the technician.

OBJECTIVES

Students/users should be able to accomplish necessary steps and procedures relative to conducting a
Manual Inventory process.

PREREQUISITES

For manual inventories, an inventory report should be generated for the inventory requested.

APPLICATION

Conduct manual inventory processes and functions.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
STEPS TO PERFORM ACTION

The following chart outlines the procedure to create the inventory process

l Conducting An Inventory
’ =the process-Creating the Inventory

Manage
Inventaries
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STEP 1:

CH 2
1 October 2004

When generating an inventory, the first step is deciding what type of inventory to generate:

Hand Receipt Holder (HRH). This type of inventory will be used to inventory all assets
on a given Major Hand Receipt, a Major Hand Receipt including all of its Sub HRHs, or a
Specific Sub Hand Receipt by itself. This inventory is normally conducted between an
incoming and outgoing Major HRH. Inventory should be completed before the new Major
HRH assumes duties or the outgoing Major HRH departs whichever is first.

Authorization. This type of inventory will be used to inventory assets at the UIC, HRH (a
Major Hand Receipt including all of its Sub HRHs) or a Specific Sub Hand Receipt by itself.
This type of inventory also allows for the inventory of a specific LIN, Range of LINs or a
specific Property Type Code. The reports generated will show both asset information and
authorization quantities. This inventory is designed to physically account for assets
authorized to an authorization document to verify items on hand.

Sensitive. The physical count of items identified as sensitive by a specific service, such as
firearms, ammunition, night vision devices and navigation systems (GPS).

Sensitive Other than Weapons and Ammunition. This type of inventory allows for the
inventory assets defined as Sensitive Items other than weapons and ammunition by the
(CIIC). An option also exists to include pilferable assets on this inventory. This inventory
can be run at the HRH, HRH including all of its Sub HRHs or a Specific Sub HRH only.

Cryptographic. This type of inventory allows for the inventory of controlled cryptographic
assets as defined by the CIIC, such as a physical count of Communication Security
(COMSEC) Equipment and Components as specified by an individual service or agency. This
inventory can run at the HRH, HRH and Sub HRHs, or the Specific Sub HRH only.

Location. This type of inventory allows for the inventory of all assets within a specific
physical location. The user has the options to generate individual inventories/reports for the
Accountable UIC, each UIC, HRH Major including subs or to generate an inventory/report for
each Major and Sub Hand Receipt with assets in the location. If the user intends to conduct
location inventories, the format of the location data should be hierarchical. In relation to
inventory DPAS tracks the physical whereabouts of an asset using two fields, Location and
Sub Location. Since inventories will be conducted at the Location level the locations should
be created to support the lowest level one would want to create an inventory.

Example: LOC=SITE C/BLDG 402  SUB LOC= ROOM 101, CUBE 10

This structure would allow the creation of inventories at the Building Level. If in a building,
inventories conducted at this level would be too large to manage, the Room could be moved
up into the LOC field or an additional descriptor such as floor could be used.

Example: LOC=SITE-C BLDG-402 FL -1 SUB LOC= ROOM 101, CUBE 10

This inventory not only determines and verifies the record location data but can be used to

evaluate the condition of material. It allows for correcting records and determining the
cause of discrepancies.
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Cyclic. Counting some selected assets of a property account during a prescribed period
(monthly, quarterly, or semiannually). Specific Department Regulations direct how cyclic
inventories are to be conducted. DPAS allows for two types of cyclic inventory - Cyclic by
HRH and Cyclic by Location. This type of inventory allows the user to complete the
inventory for the HRH or Location by conducting individual inventories on a fraction of the
assets at a time. Up to 36 inventories may be conducted over 36 months. Assets will be
selected for inventory based on the Last Reconciled Inventory Date of the asset. The assets
inventoried with the oldest inventory date will be scheduled in the next inventory. This
method insures assets are inventoried on a regular basis, balances the number of assets to
be counted on each inventory and eliminates the recount of assets that have already been
accounted for on other types of inventory or as a result of transfer actions within the DPAS.

\°\ NOTE:
\O > Property Managers can update all asset inventory data when an asset is originally receipted for
\\/ or any time the asset is transferred between Major or Sub HRHs or UICs.

STEP 2: Decide what type of action to take regarding the inventory:

> Initialize Inventory and Generate report (by selecting this action, you will create an inventory
report along with initializing the assets and creating an inventory. Initializing is to mark or
establish (identify) as a starting position - set in motion.) This process generates an Inventory
List Number that will be assigned to each asset in the inventory.

> Initialize Inventory (by selecting this action, you will initialize the assets and create an
inventory.) This process generates an Inventory List Number that will be assigned to each
asset in the inventory.

> Generate Report (by selecting this action, you will create (generate) an inventory report.) This
will give you a report of the items assigned to a HRH and does not generate an Inventory List
Number.

STEP 3: Decide when to run the process:

> On-line report
> Batch

STEP 4: Decide if you would like the information for a specific UIC or Accountable UIC:

>  Specific UIC
> Accountable UIC (if applicable)

In continuing to generate the inventory process, you will further filter information regarding the particular
type of inventory. It is also where you can choose whether or not you would like the expanded hand
receipt report which displays additional data fields for Property Managers.
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Inventory List Number:

DPAS will assign an Inventory List Number to each inventory generated. This number contains the
Ordinal Date, the UIC of the inventory being requested and a 4-position serial number. Serial numbers
are assigned in order beginning each day with 0001.

> A record containing this Inventory List Number is written to the Manage Inventory Table.
Contained in this row is all the information that describes the type of inventory scheduled and
its current status.

> When the inventory is initialized, the Inventory List Number record will have an Inventory
Process Code of IE-Initialization Executing and will only be visible to the user from the Manage
Inventory Inquiry.

» Upon completion of the Initialization of the inventory the Inventory Process Code will be
updated.

» If no assets existed for the inventory the inventory record would be marked with an Inventory
Process Code of CN-Closed no assets.

» If assets records did exist for the requested inventory the Inventory Process Code will be
updated to an OI-Open Initialized.

All assets that do exist for an inventory generated will be initialized by placing the Inventory List
Number assigned to that inventory in the associated inventory list number on the asset. This creates
a snapshot in time and identifying all assets that are included on the inventory at the time of its
creation.

w  NOTES:
\@ > If inventories were generated for a range of Hand Receipts, each Hand Receipt will be assigned
V"~  a different Inventory List Number.

The selection of the inventory type is done and the appropriate assets are initialized with an
Inventory List Number. This Inventory List Number is used to create an inventory record. The
Inventory List Number is displayed on the upper right-hand section of the report header.
Reconciliation reports are not applicable. The inventory report (in the sequence desired) is
utilized to perform the inventory.

The following shows which Inventory List Number Field is used for each Inventory Type Code.

Inventory Type Code Associated Inventory List Number

HR - Hand Receipt HRH Inventory List Number

AU - Authorization Authorization Inventory List Number
SA - Sensitive Ammunition and Weapons SensitiveA Inventory List Number
SO - Sensitive Other than Weapons and Ammo SensitiveO Inventory List Number
SP - Sensitive Other Wpns & Ammo Incl Pilferables | SensitiveO Inventory List Number
CR - Cryptographic Crypto Inventory List Number

LO - Location Location List Number

CH - Cyclic by HRH Cyclic Inventory List Number

CL - Cyclic by Location Cyclic Inventory List Number

If the option to generate a report only was chosen in the generate inventory process, no inventory
listing number will be generated. If the option was chosen to initialize only, the inventory listing report
may be generated at a later time by the PBO or the Hand Receipt Holder using the Generate Inventory
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Listing related process button in Manage Inventories process from either the Hand Receipt Module or
the Hand Receipt Holder Module. This report will be generated by collecting all asset records
containing the Inventory List Number requested.

At this point the user has used the Generate Inventories process to generate one of nine types of
inventories (Inventories Type Codes) and either generate a report only or has generated an inventory,
creating a record on the Manage Inventory Table.

Due to changes to the asset record, its authorization, or related catalog record an asset may no longer
qualify to be included on an initialized inventory. All processes within DPAS continually will monitor for
these changes. If a change occurs that should remove an asset from an associated inventory the
Inventory List Number will be removed from the asset.

If changes are made to the assets that will not remove the asset from an inventory, but results in a
change to its position in the report, such as a change of the Serial Number, the report will be marked
with a D-Details Change in the Inventory Modify Code. If the report already had assets removed from
it due to prior actions the code would be changed from an R to a B for Both Assets Removed and
Details Changed.

Manual Inven Pr I

When conducting the inventory via the manual process, the user will take the hard copy of the
Inventory Report, visually verify the existence of the assets and annotate any discrepancies in Location
or Quantity on the report. Upon return to the Property Management Office the Reconciliation will be
inputted manually into DPAS by the technician. The following steps apply:

1. Through the Generate Inventory process, the inventory type is selected and the appropriate
assets are initialized with an Inventory List Number. This Inventory List Number is used to
create an inventory record. For manual inventories, an inventory report should be generated
for the inventory requested. The Inventory List Number is displayed on the upper right-hand
section of the report header. Reconciliation reports are not applicable. The inventory report
(in the sequence desired) is utilized to perform the inventory.

2. After the user is satisfied all assets are accounted for, based of the inventory report.

a. Use the Manage Inventory process to select the Inventory List Number for the inventory
that was just conducted.

b. Select Close Inventory. This will take you to the Close Inventory process where the
inventoried assets are updated with the user ID and Inventory Date. The inventory due
date may be updated.

3. If there are discrepancies, the user can go to the Update Inventory Data process where an
asset can be marked as a Suspected Loss. After all discrepancies are identified or accounted
for, the user can choose to go to Close Inventory. This will close the inventory and update the
inventoried assets with User ID and Inventory Date.
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Generating A Hand Receipt Report By HRH Nbr
MODULE: Hand Receipt

INTRODUCTION
In this process, we will generate an inventory by Hand Receipt Holder (HRH). This is an inventory
conducted of property listed on the hand receipt. This inventory is normally conducted between an
incoming and outgoing hand receipt holder. The inventory should be completed before the new hand

receipt holder assumes duties or the outgoing hand receipt holder leaves, whichever is first. This
process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating inventory by
Hand Receipt Holder.

PREREQUISITES
None

APPLICATION

Generate an inventory by your Hand Receipt Holder (HRH).
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions option from the program group.
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3. Select Generate Inventory from the program list.

Hand
Receipt
End Item Actions 3
Component Actions [
Bar CdfSer Nbr Change

HRH Pending Turn-InfTransfer
Dakabase/UIC Transfer Actions  k
Mfr Kew Change

Bull: Asset Price Adjustment

Mass Changes ]

MajfSub Hand Receipt Holder

Warranty/Svec/Loan/Lease

SKOUBII/AAL Inventory

Excess Actions b

Inventary Actions Generate Invenkoties

Manage Inventories

4
GRS |Update Inventory Data
Reparts b Forecast HRH Inventories
iti 4
Inquiries PLiZDr Manager
Help Print Bar Cd Labels
. STEP1:
2l
Inventory Type Group Box:
~Inv Type———— Actions
& HBH * Initialize Inventory and Generate Report a. Accept the defaUIt HRH.
¢ Authorizati " Initialize Inventory .
S Actions Group Box:
 Sensitive ¢ Generate Report
f. Soyplontphic RACiOnts b. Select Initialize Inventory and
" Location ! Actbl: Generate Report.
© Cyclic @ Specific: uic I |I|
Generate Group Box:
~Generate
. Online [.| Include Report Measage c. Select whether you want this report to
¢ Batch Msg Id: | ] run On-line (immediately) or in the
Batch (overnight) process. If your
oKk | Clear | Exit | property book is large, it may be a good
idea to run this process in Batch so not

to degrade the system.
UIC Options Group Box:

d. Specific UIC: Enter or browse for your UIC.

e. If you want to include a Report Message, check this box.

f. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

g. Click OK.
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Sort Sequence Group Box:
~Key Data
uic: Actions:  Init Inv and Gnr Rpt
a. Select the order in which you want your report Generate: On-line
sorted. ~Sort Seq Report A
= Bar Code [~ Sub-Hand Receipt [s]
 Location [~ SKO/BIljAAl Hand Receipt
Report Annexes Group Box:  Stack Nbr I SKO/BIIjAAl ExcessfShartage
 Momenclature
b. If desired, select a report annex report. O LIN
~Options
[~ HRH Range [~ Expanded Report
Report Type [ Include Sub-Hand Receipt (s)
Sub Hand Receipt(s) Check if you want a ‘ IS0 e =l ‘
f]ﬁﬂ?rsautg r]S;t:]r:jng?:;ﬁ:)ai:gh of Sched Cmpltn Dt: m Next Inv Due Dt: @ ‘
Inf Submit | Cancel Exit
SKO/BII/AAI Hand Check if you want a hand wo__| — ancel | = l
Receipt report listing of your SKOs,
BlIs, and AAlIs.
SKO/BII/AAI Excess/ Check if you want an excess
Shortage and shortage report of your

SKOs, BlIs, and AAls.

Options Group Box:

c. If desired, select an option.

Option Type

HRH Range Select this check box if you want to request a range of Major HRH Nbrs. If you
also want to include Subs, select the “Include Sub-Hand Receipt(s)” check box.
The screen HRH Nbr input field will be deactivated when a HRH Range is
entered.

Include Sub-Hand Receipt(s) Select this check box if you want to request a range of Major HRH Nbrs with all
of its Subs included (this can also be used with the HRH Range). The screen
Sub HRH Nbr input field will be deactivated when this check box is selected.

Expanded Report This will generate a more detailed report.

o

HRH Nbr: Enter the hand receipt holder for which you are generating this report. If you selected
HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the
ending HRH Nbr.

e. Sched Cmpltn Dt: You can accept the default of 2 weeks from the current date or change to the
expected completion date.

f.  Next Inv Due Dt: You can accept the default date or change the date to the expected next
inventory due date. This date is determined by Agency. For Navy users, it defaults to 3 years out and
all others it defaults to 1 year out.

g. Click Submit.
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The following dialog box is displayed:

] . cicox.

@ Feport Submitked

¥ Generate Inventories -0 x|
el Vi »
~Inv Type ~Actions
 HRH < Initialize Inventory and Generate Report
e Aithori=ation " Initialize Inventory
" Sensitive
 Cryptographic ~UIC Options
C Location ) Acthl:
© cyclic  Specific: uic |
—Generate
& On-line " Include Report Message
! Baich Msg Id: |
oKk | Clear | Exit |
o NOTES:

N
\%/

STEP 3:

a. Click =2| to print the inventory. You are

returned to the Reports Menu screen where you
can select the inventory report you wish to print.

b. Once you have selected your inventory report,
click the Print button.

c. Your Windows Print dialog box is displayed and
you can print your report.

d. Return to the DPAS Main Menu.

> Once the inventory is initialized, the system will automatically assign an inventory listing
number. This number consists of the following format: ordinal number (YY+ Julian day) +

UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).

STEP 4:

a. Take the hard copy of your Inventory Report and visually verify the existence of the assets.
b. Annotate any discrepancies in Location or Qty on the report.

The next process will help you to correct any discrepancies.
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Reconciling A Manual Inventory

Reconciling A Manual Inventory

INTRODUCTION

Upon completion of the gathering of the inventory data, it must be compared to the data contained
within the DPAS. After the discrepancies have been identified, the discrepancies must be researched
and corrections must be made.

If there are discrepancies (i.e., missing or lost property) in your inventory, you should use this process
to mark an asset as a Suspected Loss. After all discrepancies are identified or accounted for, you can

choose to go to Close Inventory. This will close the inventory and update the inventoried assets with
User Id and Inventory Date.

OBJECTIVES
Students/users should be able to successfully accomplish a property inventory reconciliation.

PREREQUISITES

An inventory was initialized and conducted for a specified listing of property assets with a report
generated.

APPLICATION

Accomplish an inventory reconciliation using either the Update Inventory Data process or Manage
Inventories process.

ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
STEPS TO PERFORM ACTION

This function can be accomplished two ways. The first, by going to the Update Inventory Data
process and the second, by going to Manage Inventories process. Once you get to Step 3, the
screens are the same for both processes. We will discuss the Update Inventory Data first.
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Reconciling A Manual Inventory

UPDATE INVENTORY DATA

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Inventory Actions from the program group.
3. Select Update Inventory Data from the program list.

Hand
Receipt

End
Zam|

Item Actions
ponenk Actions

Eat CdfSer Mbr Change
HRH Pending Turn-In/Transfer
Database/IUIC Transfer Actions
MFr Kew Change

Bulk Asset Price Adjustment

Mass Changes

IMajsub Hand Receipt Holder

WarrantySvciLoan/Lease

SKOJBIL AAT Inventory:

Excess Actions

Inventory Actions

Interfaces

Repoarks
Inquiries

Generate Invenkaries
Manage Inventories

Update Inventory Data

Farecast HRH Inventaries

Help

POCD Manager
Print Bar Cd Labels

x|
2l
~Selection
Bar Cd: ] J
" by Asset Stock Nbr: _I
I” Bulk Asset Serial Nbr: | [
@ Inv List Nbr Inv List Nbr: | E|
Inv Except Cd:l -hl11 j
ok | clear | Exi

CH 2
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STEP 1:

a. Selection: Select Inv List Nbr.

b. Inv List Nbr: Enter or browse for the
inventory list number of the inventory you
will be updating.

c. Inv Except Cd: Accept the default All.

d. Click OK.

You will need to go to STEP 3, in the Manage
Inventories process to view the unreconciled
assets.
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Reconciling A Manual Inventory

MANAGE INVENTORIES

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
3. Select Manage Inventories from the program list.

Hand
Receipt

End Item Actions

Cornponent Ackions

Bar CdfSer Mbr Change

HRH Pending Turn-In/Transfer
DatabasefUIC Transfer Actions
MFr Key Change

Bulk Asset Price Adjustment

3

IMass Changes

Maj/Sub Hand Receipt Holder

Warranky/Sve/Loan/Lease

SKOJBILAAL Inventory

Excess Actions

Inventory Actions

Generate Invenkories

Manage Inventories

Interfaces 3
Update Inventory Daka
Reports 3 Forecast HRH Inventories
Inquiries 4
5 PDCD Manager
Help Prink Bar Cd Labels
Key Data
~Inv Type ~Options 2
o« All Inv Process Cd: I j
© HRH Sched Cmpht D[ |~ | e |
" Authorization
 Sensitive uic: _I
" Cryptographic HRH Nbr: _I

 Location

=~ Cyclic

Inw List Nbr:

Loc: I

|

ok | Clear |  Ext |

STEP 1:

a.

b.

Inv Type: Select the type of inventory
you conducted.

Inv Process Cd: Since you are
reconciling an open inventory, accept the
default O* -All Open Inventories.
UIC: Enter or browse for your UIC. This
field is not mandatory. This field will
further filter the inventories requesting to
view/manage.

d. HRH Nbr: Enter or browse for the HRH Nbr for which the inventory was conducted. This field is not
mandatory. This field will further filter the inventories requesting to view/manage.

e. Inv List Nbr: Enter or browse for the Inventory List number for the inventory you are going to
reconcile.

f. Loc: Enter or browse for the location. This field is not mandatory. This field will further filter the
inventories requesting to view/manage.

g. Click OK.
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Reconciling A Manual Inventory

STEP 2A (Manage
Inventories):

a. Highlight the Inventory List Nbr for the
inventory you are conducting.
b. Click the View Uncrl button.

“¥Manage Inventories

Rt

=1ol x|

~Selection Criteria
uIcC: Inv List Nbr:
HRH Nbr: Inv Type Cd:
Sched Cmpltn Dt: Inv Process Cd: 0%

Upd Sch Cpht Dt
Gnr Inv List
View Unrcl
Gnr Rcl Bpt

Close Inv

Cancel Inv

Delete Inv

|

Cancel I

Refresh | Exit

Key Data
&
_gel
Bar Cd: — _|
1 by Asset Stock Nbr: _I
I BulkAsset Serial Nbr: | [=]
& Inv List Nbr Inv List Nbr: | =]
Inv Except Cd:l j

STEP 2B (Manage
Inventories):

a. Inv List Nbr: The selected Inventory List
Number will be displayed.
b. Click OK.

o |

Clear

Exit

STEP 3:

You can multi-select assets from this list that
are in a row that have an Inventory
Exception code of “OD", “OU”, or "SL". You
cannot multi-select items with an Inventory
Exception Code of “0Q”, "SQ", “SM”, “SR",
“TF” or "ON”. You also cannot multi-
select Bulk assets. To multi-select, hold
the SHIFT key on your keyboard and hit the
Down Arrow on your keyboard to select
items.

Unreconciled Assets x|
¥
Key Data 4
’V Inv List Nbr: 03255WAFHOS0001 ‘
Stock Nbr Serial Nbr Bar Cd Susp Loss Inv Except Cd
BOLABDT32L14F 992416462196 08566
BOLABDT32L14F 992416462198 08568
B2UX8H9208 86103801-25944 06729
B4TP1PII3 60 UTI9619571 06673
B4TP1PII3 60 UTI9619588 06525
B4TPAPII3 B0 UTI9619648 06514
B4YS6UPG20868 21957 08572
a93WsHUPBBA LSB8-82148A3 06697
a93WsHUPBBA LSB8-82154A3 06698
A93WBUPS BAD LSAB-B5557A3 06782
BCCPAGCAGSEG5S0 Yago3a@137 0u777
BCCPAGCAGSEG5S0 Ya80308287 04776
BF BHSPENTIUH BPCO7 886 06462 :J
0K I Cancel |

To multi-select assets that are not in a row, hold the CTRL key and click on individual assets that you wish

to update.

Multi-select will cause the changes that are made on the next screen to affect all the assets selected on

this list box.
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Reconciling A Manual Inventory

" Update Inventory Data : ’ =lolx| :
e x| STEP 4
el ]
Key Data . . .
Bar Cd: | 0UGE Inv List Nbr:  03255W4FH080001 If you multi-selected assets, then Multi-select will
SenalNb S ey A be the only thing displayed in the Key Data group
Stock Nbr: 640343C16704 Iny Desc: H
P box on this screen.
Qty: 00001 Inv Qty: I .
I S e .|| a Inv Qty: For buI_k |tems,_ent§r the correct
Sub Loct Inv Sub Loc: | guantity that was inventoried, if different from
RFID Tag: Inv RFID Tag: what is displayed. Multi-select is not an
Last Rl Dt: 20000711 LastinvDt; [20000711 option.
Rl User Id: Inv User Id: b. Inv Loc: Enter or browse for the location
e where the i_terr_l was inventoried, if different
Resolution Cd: | = from what is displayed.
Save Cancel et || C. Inv Sub Loc: Enter the sub location where

the item was inventoried, if different from

what is displayed.

d. Last Inv Dt: Enter the date the asset(s) (if multi-selected) was inventoried. If preferred, use the
calendar button to select the appropriate date.

e. Inv User Id: Enter the name (up to 8 characters) of the person who performed the inventory.

f. Suspected Loss Cd: Use this code to flag an asset(s) as a suspected loss, report of survey, or an
internal investigation.

Suspected Loss Codes

I Internal Investigation. This flags assets that are under an internal investigation.

R Report of Survey. This flags assets that are to be deleted from the database as a report of survey. These would be items
that have been lost or stolen.

S Suspected Loss. This flags assets that you can not find and they are considered a suspected loss.

7%, NOTES:
\ > When the update has been performed, the Reconciliation and Inventory fields will be updated
\% with the input data. The Cause of Last Reconciliation Date Change will also be updated with
the Inv List Nbr, indicating the assets were counted as a result of this inventory, and the
assets will be removed from the Unreconciled assets listbox.

Updates are made to both the inventory and reconciliation fields. The Inv List Nbr is moved
into the Cause of Last Inv Dt Chg and Cause of Last Rcl Dt Chg fields.

If the asset is marked as a Suspected Loss, a value of S, I or R is moved to the Suspect Loss
Cd and Inv List Nbr is moved to the Cause of Suspected Loss fields on the asset.
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Reconciling A Manual Inventory

STEP 5:

You are returned to the selection window (if
any existed) to select the next item(s).

a. Select the next asset to reconcile.
b. Click OK.

When all of the update actions have been
completed for the inventory and your are
satisfied with the reconciliation, you can now
close (complete) your inventory.

CH 2
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Unreconciled Assets x|
¥
Key Data 4
’V Inv List Nbr: 03255 AFHOB0001 ‘
Stock Nbr Serial Nbr Bar Cd Susp Loss Inv Except Cd
BALABDT32L 14F 902416462106 08566
BBLABDTI2L14F 902416462108 08568
B2UX8H928 861083881-25044 06729
B4TPAPII3 B0 UTI9619571 06673
B4TPAPII3 B0 UTI9619588 06525
B4TPAPII3 B0 UTI9619648 06514
B4YS6UPG20868 21957 08572
a93WsHUPBBA LSB8-82148A3 06697
a93WsHUPBBA LSB8-82154A3 06698
A93WBUPS BAD LSAB-B5557A3 06782
BCCPAGCAGSEG5S0 Yago3a@137 0u777
BCCPAGCAGSEG5S0 Ya80308287 04776
BF BHSPENTIUH BPCO7 886 06462 :J
0K I Cancel
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Discrepancy/Corrective Action Decision Matrix

Discrepancy/Corrective Action Decision Matrix

Inventory Errors Corrective Action(s)

Data Integrity

Incorrect Nomenclature

User must perform a Catalog Inquiry to find a stock number
that matches the nomenclature of the equipment then process
the End Item Stock Number Change in the Hand Receipt
module.

Incorrect Bar Code

In the Hand Receipt module, change the bar code through
Bar Cd/Ser Nbr Change function.

Incorrect Serial Number

In the Hand Receipt module, change serial number through
Bar Cd/Ser Nbr Change function.

Incorrect HRH or Sub-
HRH

In the Hand Receipt module, the user must process a HRH
Transfer in End Item Actions function.

Incorrect Location

In the Hand Receipt module, change the asset's location
through Update Inventory Data function in the Inventory
Actions process.

Missing Bar Code Labels

In the Hand Receipt module, perform an End Item Serial
Inquiry to gather correct bar code information and then use
the Print Bar Code Label function in the Inventory Actions
process.

Quantity Errors

Overages

Wrong location or
assigned to a different
HRH

Asset was received but
not recorded in the
property book.

Shortages

Asset was physically
moved to another loca-
tion but change was not
processed in DPAS.

An End Item Increase
transaction was pro-
cessed adding the item
to the property book but
the material was never
physically received by
the HRH.

In the Hand Receipt module, perform an End Item Serial
Inquiry to determine where the property should be and to
whom it should be assigned. Then use the Update Inventory
Data function in the Inventory Actions process to make the
necessary changes to the location. If necessary, process a HRH
Transfer in the End Item Actions or physically move the
asset to the recorded location.

Find the needed paperwork and using the Hand Receipt
module, perform an Increase action in the End Item Actions
process and then print the needed bar code label.

In the Hand Receipt module, change the location using the
Update Inventory Data process in the Inventory Actions
function.

Verify with the receiving activity to determine what action was
taken with the asset, review the procedures, and conduct
training as necessary. An End Item Increase should not be
processed unless the material is confirmed received by the
receiving activity. If the material was not received, using the
Hand Receipt module, the PBO/PPM must process a reversal
in DPAS, using the Decrease function of the End Item
Actions process.
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Discrepancy/Corrective Action Decision Matrix

Inventory Errors Corrective Action(s)

Asset is lost, stolen, or Code item with a suspected loss code of I in the Update
missing. Asset was Inventory Data screen. Conduct an investigation and prepare
transferred to DRMO or | a DD-200 and process and using the Hand Receipt module,
another activity but not process a Decrease action using the End Item Actions
removed from the prop- | function. This must be supported by a DD 1348-1A.

erty book.
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Closing A Manual Inventory

Closing A Manual Inventory

INTRODUCTION

This on-line process can be used to close manual inventories. The process generates a Mass Change
of both inventory and reconciliation fields for Last Inventory Date, User Id and Cause of Last Dt
change on assets indicated by the Inventory List Nbr. If the inventory type is Hand Receipt,
Authorization, Sensitive or Cryptographic, the Hand Receipt table is updated with the Last Inv Dt and
Next Inv Due Dt entered on screen.

This action will update the inventory dates and User Ids on all assets not already reconciled. The Inv
List Nbr will be removed from all of the assets. When the Inv Type Cd is: HR, CR, SO, SA, SP, or
AU, the appropriate Inv date will be updated on the Hand Receipt Holder Table. The Inv Process Cd
for the inventory will be updated to CM-Closed Mass.

Corrections can be made using the Update Inv Data process prior to closing the inventory. Assets
that have previously been labeled as a Suspected Loss will not be updated and will have to be
updated individually if they were discovered as a result of this inventory. You will be prompted if any
Suspected Loss records exist.

OBJECTIVES

Students/users should be able to accomplish necessary steps and procedures relative to closing a
manual inventory.

PREREQUISITES

Access to the Hand Receipt Module and an inventory was completed and a reconciliation was
conducted. The inventory must have an inventory process code of OU or OI.

APPLICATION

Conduct an inventory close action utilizing the Manage Inventories process.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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Closing A Manual Inventory

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.

2. Select Inventory Actions from the program group.

3. Select Manage Inventories from the program list.

Hand

Receipt

End Item Actions 3

Cormponent Ackions 3

Bar CdfSer Mbr Change

HRH Pending Turn-In/Transfer

Database/UIC Transfer Actions  *

Mfr Kew Change

Bulk Asset Price Adjustment

Mass Changes 3

Maj/Sub Hand Receipt Holder

Warranky/Sve/Loan/Lease

SKOJBILAAT Inventory

Excess Actions 4

Inventory Actions Genetrate Inventories

Inkerf 5 Manage Inventories

nkerfaces
Update Inventory Data
Reporks 3 Farecast HRH Inventaries
Inquiti 3
nrunes PDiZD Manager
Help Print Bar Cd Labels
~Inv Type ~Options =

= All Inv Process Cd: I j
" HRH Sched CmpltDE[ = =
 Authorization
" Sensitive uic: I _I
" Cryptographic HRH Nbr: I _I

" Location

i~ Cyclic

Loc:

Inv List Nbr: |—_|

]

[ oc |

Clear | - Exit |

STEP 1:

a. Inv Process Cd: Accept the default.

b. Sched Cmpltn Dt: If you want to display
inventories with a specific Scheduled
Completion Date, enter the date or use the
calendar button to select the applicable
date; otherwise, leave blank.

c. UIC: Enter or browse for your UIC. This
field is not mandatory. This field will further
filter the inventories requesting to view/
manage.

d. HRH Nbr: Enter or browse for the HRH Nbr for which the inventory was conducted. This field is not
mandatory. This field will further filter the inventories requesting to view/manage.
e. Inv List Nbr: Enter or browse for the Inventory List number for the inventory you are going to

reconcile.
f. Click OK.

CH 2
1 October 2004

409



Closing A Manual Inventory

STEP 2:

a. Highlight the Inventory List Number of  select T

the inventory you are closing. uic:

b. Click the Close Inv button. i

Inv List Nbr:
Inv Type Cd:
Inv Process Cd: 0%

T NOTE:
A\ When closing an inventory that
\,// has assets flagged as a
suspected loss, a dialog box will
display a warning that you still have assets
that are suspected losses and asks if you

Upd Sch Cplt Dt
Gnr Inv List
View Unrcl
Gnr, Rel Rpt

Close Inv
Cancel Inv

Delete Inv

still want to continue to close the
inventory.

% Close Inventory

L EE

i

=

Refresh | Cancel | Exit

=lo x|
T

Save Cancel Exit
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STEP 3:

a. Inv User Id: The user who logged on is displayed. If
different from the user who performed the inventory,
change to the correct user.

b. Last Inv Dt: The current system date is displayed. If
different from the date the inventory was performed,
enter the correct date. You can also click on the
calendar button to select the date.

c. Next Inv Due Dt: The next date the inventory is due
is displayed. This is based on your Agency. Change
this as needed.

~Key Data

Inv List Nbr: LIN:

Inv Type Cd: LIN To:

uic: Prop Type Cd:
HRH Nbr: Sched Cmpltn Dt
Location: Inv Process Cd:
Inv User Id:

Last Inv Dt m

Next Inv Due Dt: @

I Mark shortages as suspected/loss

I” Generate reconciliation report d- CI'Ck save-
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Closing A Manual Inventory

Once an inventory has been closed, the following updates will occur on the Serial, Component and Bulk
Hand Receipt Tables Inventory tab, as applicable (see the End Item Serial, End Item Component, and End
Item Bulk Inquiries):

**End Item Serial Inquiry 5'
I
Transaction InV User Id iS moved to InV User Id Basic | Catalug.l'Mfrl ITfExcess I Inventory I Accounting | Deprn |
L L and Rcl Inv User Id BarCd: 000001 Stock Nbr: 2320010907891
ial Mbr: 109-TR-001 Nomen:  TRK CGO 1/2T 6000
" Transaction Last Inv Dt is moved to the Last Woucmmmu DATA =
Inv Dt and Rcl Last Inv Dt. Also, moved to the™ INSTROT

T . INSTRO1 Inv User Id:
Hand Receipt Holder Table’s Last Inv Dt. W A AREER

. . . IC f Last Rcl Dt Chg: 836858W0U6ARBOA1 C. f Last | Dt Chg: 830858W0U6AABOO1
o Transaction Inv List Nbr is moved to the Cause suseoitestne A ause offastiv TN

Lst Rcl Dt Chg and Cause of Last Inv Dt Chg. It W Inv Input Type: )
is removed from the Inv List Nbr field. —e WOLBAA Inv UIC: WILBAR
HRH Nbr: Inv HRH Nbr: WOUBCS

Wl
o A "0" is moved to the Inv Input Type and Rcl Log BLDG 111 v Loc: BLDG 111
Inv Input Type. . - e
a Transaction UIC is moved to Inv UIC. yn/z M [Brevious | Mewt | Newlnquiy| Bt |

//
Transaction HRH Nbr is moved to Inv HRH Nbr.

o\ NOTE:

A\ \
A > For bulk items only, the record Qty is moved to the Inv Qty.

The following updates will occur on the Inventory Table (see the Manage Inventories Inquiry):

W ManageinvenaRea T x|
|
tnv List Nbr: 04049WOLGAANNNT S A CM” is moved to the Inv Process Cd on
Actbl UIC: WOLBAA uic: WOLGAA L1 the Inventory Table.
Inv Type Cd: HR Inv Process Cd: CM ]
HRH Nor 01000 Loc: __w gyéstem Date is moved to the Inv Closed
Sched Cmpltn Dt 20040303 Inv Closed Dt: 20040331
Inv Creatn Level: H Inv Modfctn Cd:
Rpt HRH Sub Cil Cd: Prop Type Cd:
LIN: LIN To:
Rpt Msg: 11 =
: of
Record 1 of 105 Previous Nest Newnguiry | Exit |
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Closing A Manual Inventory

The following updates will occur on the Hand Receipt Table (See Maj/Sub Hand Receipt Holder Inquiry).
There are no updates for Cyclic or Location type inventories.

x|
2|
. . Basic | Inventony. I Contract |
Transaction Last Inv Dt is
ﬂ moved to the Last Inv Dt for\%wumzm HRH Major Nbr: 01000 HRH Sub Mbr:
the appropriate inventory type. e
E Transactlon Next Inv Due Dt |s HEH Last Inv Dt:- 20030401 HRH Inv Due Dt: 20060401
moved t'O Iny Due Dt for Authn Last | - 01 Authn Inv Due Dt: 20060401
appropriate inventory type. _———
Sensitive A Last Inv Dt: 20030401 Sensitive A Inv Due Dt: 20040401
Sensitive O Last Inv Dt: 20030401 Sensitive O Inv Due Dt: 20040401
Crypto Last Inv Dt 20030401 Crypto Inv Due Dt: 20040401
Record 1 of 4 Previous Next New Inquiry Exit
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Generating An Authorization Inventory

Generating An Authorization Inventory

INTRODUCTION

In this process, we will generate inventory by Authorization. This inventory is designed to physically
account for assets authorized by an authorization document to verify items on hand. This process is
used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating inventory by
Authorizations

PREREQUISITES

None

APPLICATION

Generate an inventory by Authorizations. In this inventory you will have the option of selecting a LIN
or a LIN Range.

ACTIVITY

Instructor-led lecture with Student Hands-on
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
3. Select Generate Inventories from the program list.

piland,
End Item Actions 3
Component Ackions 3
Bat CdfSer Nbr Change
HRH Pending Turn-In/Transfer
DatabasefUIC Transfer Actions
MMt Key Change
Eulk Asset Price Adjustment

Mass Changes 3

MajfSub Hand Receipt Holder

‘Warranty/Svc/Loan/Lease

SKOMBILAAL Inventory:

Excess Actions 3

Inventory Actions Generate Inventories

Inter 5 Manage Inventaries
nkerfaces
Update Inventory Data
Reparts ¢ Forecast HRH Inventories
" 5

HnEI=S PDCD Manager

Help Print Bar Cd Labels
CH2 413
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Generating An Authorization Inventory

% Generate Inventories

L NEEIE
~Inv Type —Actions
 HRH " Initialize Inventory and Generate Report
& Authorization " Initialize Inventory
" Sensitive
" Cryptographic ~UIC Opti
" Location  Actbl:
© Cyclic i+ Specific: uic _I
—Generate
@« On-line [” Include Report Message
£ Batch Msg Id: |
oK | Clear | Exit |

UIC Options Group Box:

STEP 1:
Inv Type Group Box:

a.

Select Authorizations.

Actions Group Box:

b.

If you want a copy of the inventory, select
Initialize and Generate Report. If you do
not need (or want) a copy of the report, select
Initialize Inventory. If you only want a hard
copy of the report with initializing the inventory,
select Generate Report.

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be

accessible.

Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the

system.

f.  If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.

These messages are built in the Utilities module.

h. Click OK.

STEP 2:

Report Annexes Group Box:

a. If desired, select a report annex report.

Report Type

SKO/BII/AAI Hand
Receipt

Check if you want a hand
report listing of your SKOs,
BlIs, and AAlIs.

SKO/BII/AAI Excess/
Shortage

Check if you want a excess
and shortage report of your
SKOs, BlIs, and AAls.

CH 2
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% Generate Authorization Inventory

L AEE]w 2

=0l x|

~Key Data
UIc: Actions:
Generate:
Report Annexes
’V [ SKO{BIIfAAl Hand Receipt [~ SKO{BII}AAl Excess{Shortage
'Crl'
I”| OveragefShortage Only [~ LIN Range
" Include Sub-Hand Receipts] [~ HRH Range
~Type
Prop Type Cd: IA -All Types of Prop j
HRH Nbr: I |
LIN:
‘ Sched Cmpltn Dt: I E Next Inv Due Dt: m ‘
Info | Submit I Cancel | Exit |
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Generating An Authorization Inventory

Options Group Box:

b.

If desired, select an option.

Option Type

Overage/Shortage Only The Authorization Hand Receipt Report automatically generates an Overage/Shortage Annex

(UIC/DPTD223R, HRH/DPTD224R) as part of the basic hand receipt report. If the user
desires the Overage/Shortage only, then this box is checked.

Include Sub-Hand Select this check box if you want to request a range of Major HRH Nbrs with all of its Subs

Receipt(s) included (this can also be used with the HRH Range). The screen Sub HRH Nbr input field will
be deactivated when this check box is selected.

LIN Range This check box will allow the specific pulling of the Authorization Hand Receipt Report by a
specified Line Item Number (LIN) range. This range is used primarily for Special/Cyclic
inventories.

HRH Range Select this check box if you want to request a range of Major HRH Nbrs. If you also want to

include Subs, select the “Include Sub-Hand Receipt(s)” check box. The screen HRH Nbr input
field will be deactivated when a HRH Range is entered.

Type Group Box:

h.

Click on the drop down list box to display the Property Type Codes. DPAS defaults to A-All Types of
Property. Refer to Adding Authorizations for a description of the Property Type codes.

HRH Nbr: Enter the hand receipt holder; and if desired, enter the sub HRH for which you are
generating this report. If you selected HRH Range in the Options group box, you will be prompted to
enter the beginning HRH Nbr and the ending HRH Nbr. If you desire the inventory by UIC, leave the
HRH Nbr blank.

LIN: If you want a listing of a specific LIN for your HRH Nbr, enter that LIN. If you selected LIN
Range in the Options group box, you will be prompted to enter the beginning LIN and the ending LIN.
Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

Click Submit.

The following dialog box is displayed:

Status X . cicok.

@ Repork Submitted
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You are returned to the Generate Inventories screen.

j.  Click to print the inventory. You are returned to the Reports Menu screen where you can select

the inventory report you wish to print.
k. Once you have selected your inventory report, click the Print button.
I.  Your Windows Print dialog box is displayed and you can print your report.
m. Return to the DPAS Main Menu.
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Generating A Sensitive Items Inventory

INTRODUCTION
In this process we will generate a sensitive item inventory. Sensitive item inventory is the physical
count of items identified as sensitive by a specific service (e.g., firearms, ammunition, night vision
devices and navigation systems (GPS)). This also may include items that are identified as pilferable.
This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating sensitive item
inventory.

PREREQUISITES

None
APPLICATION

Generate a sensitive item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

¥ Generate Inventories ;Iglﬂ STEP 1:
N L Inv Type Group Box:
& [nitialize | h d G te R rt agm
' HRH nitialize Inventory an ENErate REpo a. Select Sensrtlve_
 Authorization  Initialize Inventory
£ sendlive [ eneiee: Debot Actions Group Box:
¢ Cryptographic ~UIC Opti
f;, Location £ Achl e b. If you want a copy of the inventory, select
{; e £ frean Initialize and Generate Report. If you do
T noF |:1e§d (or want) a copy of the report, select
& Online I Incliide e nar Message Initialize Inventory. If you only want a hard
© Batch Mol T copy of the report with initializing the inventory,
select Generate Report.
oKk | Clear | Exit |

UIC Options Group Box:

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.

Generate Group Box:
e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.

If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.
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f.  If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence Group Box: Select how
you want your report sorted. This will not
be available if you only initialized the
inventory.

b. Type Group Box: Select the type of
sensitive item inventory you wish to
perform.

Both Includes all items classified as
sensitive in nature.

Weapons and
Ammunition

Only weapons and ammunition.

Other Than
Weapons and
Ammunition

Items such as night vision
goggles, Global Positioning
Systems (GPS), STU III phones,
etc.

You can also include items that
are deemed pilferable.

Include Pilfer-
ables

itive Item Inventory Report

L ?

L B =
~Key Data

Actbl UIC: Actions:

uUIC: Generate:
~ Sort Seq e ~Type

& Bar Code & Both

¢ Location  WWeapons and Ammunition

¢ Nomenclature ¢~ Other Than Weapons and Ammunition

" Stock Nbr [" Include Pilferables
~Opti ~Report Annex
" HRH Nbr
I~ Range [~ Sub-Hand Receipt [s)
" Include Sub-Hand Receipt(s)
~From ~To
HRH Nbr: I I _| HRH Nhr:l _|
Sched Cmpltn Dt: I E Next Inv Due Dt:l E ‘
Info | Submit I Cancel | Exit |

c. Options: If desired, you can choose for a specific HRH Nbr, a range of HRH Nbrs, and include all the

sub-HRHs.

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is
not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. Report Annex: Check the Sub Hand Receipt(s) on/y if you want a separate report listing for each

of the sub-HRH Nbrs for a specific HRH Nbr or range of HRH Nbrs. This will not be available if you only
initialized the inventory.
HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr

e.
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

f.  To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.
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g. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

h. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

i. Click Submit.

The following dialog box is displayed:

Status X ;. cickok

@ Report Submitked | K. Click S| o print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.
[.  Once you have selected your inventory report, click the Print button.
m. Your Windows Print dialog box is displayed and you can print your
report.

n. Return to the DPAS Main Menu.

T

T O\ NOTES:

\\//\ Once the inventory is initialized, the system will automatically assign an inventory listing
\(/ number. This number consists of the following format: ordinal number (YY+ Julian day) +

UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Generating A Cryptographic Items Inventory

INTRODUCTION

In this process we will generate a Cryptographic Item inventory. Cryptographic Item inventory is the
physical count of Communication Security (COMSEC) Equipment and Components as specified by a
specific service or agency. This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating cryptographic
item inventory.

PREREQUISITES

None
APPLICATION

Generate a Cryptographic Item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt

End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Interfaces 5 Manage Inventories
|Ipdate Inwerkory Data

Reports ¢  Forecast HRH Inventories

Inquiries ’ PDCD Manager

Help Print Bar Cd Labels

" Sengitive " Generate Report

i S| -uIC Opti
 Location " Actbl:
 Cyclic & Specific: uic E
—Generate
& On-line [" Include Report Message
" Batch Msg Id: I |
ok | Clear | Exit |

-101x]
2
- Inw Type ~Actions
 HRH & Initialize Inventory and Generate Report
 Authorization " Initialize Inventory

UIC Options Group Box:

STEP 1:

Inv Type Group Box:
a. Select Cryptographic.
Actions Group Box:

b. If you want a copy of the inventory, select
Initialize and Generate Report. If you do
not need (or want) a copy of the report, select
Initialize Inventory. If you only want a
hard copy of the report with initializing the
inventory, select Generate Report.

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.

CH 2
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

g. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence: Select how you wantyour . p.p,
report sorted. If you only initialized the Actbl UIC: Actions:
inventory, then the sort sequence will not be uic: Generate:
available. ~Sort Seq Report Annex

b. Report Annex: Check the Sub Hand (‘: f:;:l:n I Sub-Hand Receipt]s]
Receipt(s) only if you want a separate g —
report listing for each of the sub-HRH Nbrs  Nomenclature
for a specific HRH Nbr or range of HRH  Opti
Nbrs. This will not be available if you only L} HRH Nbr
s e 1 . [ HRH Range
Inltlallzed the |nVent0ry. [~ Include Sub-Hand Receipts[s]

c. Options: If desired, you can choose for a
specific HRH Nbr, a range of HRH Nbrs, and HRHNbe [ | .

InCIUde a” the SUb HRHS Sched Cmpltn Dt: I—E Next Inv Due Dt:l—@ ‘
Info | ’WI Cancel | Exit |

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is

not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

e. To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.

f. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

h. Click Submit.
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The following dialog box is displayed:

Status |_

i. Click OK.

j.  Click to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

k. Once you have selected your inventory report, click the Print button.

I. Your Windows Print dialog box is displayed and you can print your
report.

m. Return to the DPAS Main Menu.
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Creating A New Location
MODULE: Utilities

INTRODUCTION

This process is used to build and standardize the different inventory locations for your assets. This
process is used for both manual and automated inventories.

When designing your location format, take into consideration that if you are using Portable Data

Collection Devices (PDCDs), not all special characters are available for input on the PDCD (e.g., there
is no # on the Symbol scanner). If you created location labels that you would scan, you would have
no problem but if the labels were not printed, there is no way for you to key that value into the PDCD.

OBJECTIVES
The student should be able to create new locations.
PREREQUISITES
None
APPLICATION
Add new locations
ACTIVITY

Instructor-led lecture with Student Hands-on
STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select Location from the program list.

[ -
UTILITIES
Utilities
Batch Transaction Review
IMaster Table Maint ReportfForm Message
S R Transfer Cd
at ctions Dt
Prirk Report:
IS e Dioc Mbr Range
Inquiries b Address Dir
Location
Help Site Cd
PEIC
Fund Cdfappn
LIC
Maint Group Cd
MMaint Sws Cross-Ref
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STEP 1:

a. UIC: Enter or browse for your UIC.
b. Loc: Enter a new location.
c. Click OK.

ok | Clear Exit |

STE P 2 : % Inventory Location Add/Delete =10 |
L el -

a. Review the information that is dis-

Key Data

played.
b. If the data displayed is correct, click uic:
Add; otherwise, click Cancel. Activity:

Loc:

The Transaction Processed dialog box will be
displayed.

Add Cancel Exit

c. Click OK.

You will be returned to the Key Data screen.

d. Click Exit.

Deleting Locati

In order for the delete to process, there can be no assets assigned to the location you are deleting.

1. Enter or browse for the UIC.

2. Enter or browse for the location you are deleting.

3. Click OK.

4. Click Delete.
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Generating A Location Inventory

INTRODUCTION
In this process, we will generate an inventory by Location (Loc). This inventory determines and
verifies the record location data and condition of material assets. It allows for correcting records and

determining the cause of discrepancies. This process is used for both manual and automated
inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating a Location (Loc)
inventory.

PREREQUISITES
None

APPLICATION

Generate an inventory by Location.
ACTIVITY

Instructor-led lecture with Student Hands-on
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

(=] 3}
2
~Inv Type ~Actions
 HRH * Initialize Inventory and Generate Report
 Authorization " Initialize Inventory
 Sensitive " Generate Report
" Cryptographic ~UIC Options
& i in;  Actbl:
 Cyclic & Specific: uic EI
~Generate
@ On-line " Include Report Message
"~ Batch Msg Id: I |

oKk | Clear | Exit |

UIC Options Group Box:

STEP 1:

Inv Type Group Box:
a. Select Location.
Actions Group Box:

b. If you want a copy of the inventory, select
Initialize and Generate Report. If you do
not need (or want) a copy of the report, select
Initialize Inventory. If you only want a hard
copy of the report with initializing the inventory,
select Generate Report.

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be

accessible.
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

g. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

L VB Bl -

a. Sort Sequence: Select the desired sort ~Key Data
sequence. If you only initialized the inventory, Rl e bttt
the sort sequence will not be available. vic: Generate:

b. Indvl Inventory by: Select the desired ~Sort Sequence Indvl Inventary by

 Bar Cd & ActblfLocation

Individual Inventory By

individual inventory. - Seral NbLat Nbe

¢ Sub Loc

 UIC{Location
" UIC{HRH{Location
" Stock Nbr " UIC{HRH{/HRH Suhs/lLocation

" Momenclature

Actbl/Location

This option will generate an inventory for

the entire Accountable UIC for assets in | we | = |
the specified location. -
| Sched Cmplin Dt: H |

Info | Submit |

This option is only available when the
Accountable UIC option was selected on
previous window.

Cancel Exit |

Subs/Location

UIC/Location This option will generate an inventory for
a specific UIC for assets in the specified
location.

UIC/HRH/Loca- | The option will generate an inventory for

tion a specific UIC and HRH Nbr for assets in
the specified location.

UIC/HRH/HRH This option will generate an inventory for

a specific UIC/HRH Nbr and each sub
HRH for asset in the specified location.

c. Loc: Enter or browse for the appropriate location. The location can be “wildcarded” (e.g., *401
would bring up locations that ended with 401).

d. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

e. Click Submit.
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The following dialog box is displayed:

Status Xl ¢ click oK.

g. Click to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

h. Once you have selected your inventory report, click the Print button.

i.  Your Windows Print dialog box is displayed and you can print your
report.

j.  Return to the DPAS Main Menu.
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Cyclic Inventory Data Update
MODULE: Utilities

INTRODUCTION

If your Activity requires cyclic inventories, you will need to update your UIC information update cyclic
inventories. If you are updating the information, you may change how you run your cyclic inventory -
either by HRH or by Location. You may also designate the cyclic inventory start date, months in the
inventory period, the number of cyclic inventories in a particular inventory period, and how many

inventories that have already been completed. This process is used for both manual and automated
inventories.

OBJECTIVES

The student will be able to set up their UIC to generate a cyclic inventory.

PREREQUISITES

None

APPLICATION

Change UIC information to generate a cyclic inventory.

ACTIVITY

Instructor-led lecture with Student Hand-on.

STEPS TO PERFORM ACTION

1.

UTILITIES
Utilities

CH 2

Batch Transaction Review

IMaster Table Maint

Bar Cd Actions

Prink Repaorts

Inquiries

Help

1 October 2004

Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select UIC from the program list.

ReportfForm Message
Transfer Cd
Destn Id

Doc Mbr Range
Address Dir
Lacation

Sike Cd

PEIC

Fund CdfAppn

IMaint Group Cd
IMaint Sys Cross-Ref
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x| STEP 1:
2

a. UIC: Enter or browse for the UIC you will be changing.

b. Click OK.
ok | clear | Exit |
STEP 2: »UIC Add/Change/Delete =1l
el =
Once you enter the UIC for which you are rKeyData———— - UIC Status Authn Tracking| ~Unique Item Tracking—
updating the inventory retention, UIC e ( ;f“;v—‘ { L l ( oo
information will be displayed on the UIC
screen. The cyclic inventory information is Activity Name: |
on the second screen. Activity Cd: | SvcgActivityCd: | [~ Bar Cd Mandatary
Office Name: | Installation Cd:
e Click Next Page. Armed Sve Cd:| =] DoDaac: [
Process Id: | ~|  Major Cmd Ca: I_
~System Interfaces
Acct Sys Cdf | Excess sys cdif =l
RP Sys Cd: | ~| sply Sys cd: | =]
Page 1 of 2 HNext Page | Delete | Change | Cancel Exit |
wUIC Add/Change /Delete 1ol x| STEP 3:
el =
 Inventory Retent a. Update Cyclic Inv Data: Check this box to
Retain Closed Invfor [0030 2| Days update the information pertaining to the cyclic
inventory.
’CV““;’_' upd;.::,:;.wnm b. Generate Cyclic Inventory By: If you are
e B ol B updating the information, you can change how to
" HRH —‘ run your cyclic inventory -- either by HRH or by
o Lo location.
Inv Period Sartor. [ g ¢. Inv Period Start Dt: This is the date you
:‘v":'v :’Vp“d l':g would like your inventory to start. This date
Last Cmpltd Iny Nbr: l_é cannot be a future date but it can be a past date
(if the past date does not exceed past 3 years).
Page 2 of 2 Prov.Page | Delete | Add | Cancel |  Exit | So it can be either the current date or 3 years in

the past.

d. Months in Inv Period: This is how many months the inventory will go for. DPAS will put the
following defaults: Army-12 months; Reserves-18 months; and all others-36 months. If desired, this
field can be changed.

e. Inventories in Inv Period: This is the number of inventories in a particular inventory period. You
will have to figure the math to enter in this number. For example, if you would like to do 4 inventories
over 36 months, you would enter 4 inventories.

f. Last Cmpltd Inv Nbr: This is how many inventories that have already been completed. This is
mostly used if you have completed some of your inventories and you switch to a cyclic inventory in the
middle of the inventory process. This nhumber can be changed at any time.

g. Click Add.
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The Transaction Processed dialog box will be displayed.
h. Click OK.
You will be returned to the Key Data screen.

i. Click Exit.
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Generating A Cyclic Inventory

INTRODUCTION

In this process, we will generate a Cyclic inventory. A cyclic inventory is the physical count of some
selected assets of a property account during a prescribed period (e.g., monthly, quarterly, or
semiannually). This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating a Cyclic
inventory.

PREREQUISITES

Establish how the UIC is going to conduct cyclic inventories.
APPLICATION

Generate a Cyclic inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand

Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

¥ Generate Invenj:)jes ;Iglil STEP 1:
~Inv Type ~Actions Inv Type Group Box:
= HRH = Initialize Inventory and Generate Report
 Authorization  Initialize Inventory a. Select Cyclic.
" Sensitive € Generate Report .
" Cryptographic ~UIC Options Actions Group Box:
¢ Location £ Actbl:
@ Cydic ¢ Specific: we [ | b. If you want a copy of the inventory, select
Initialize and Generate Report. If you do
b not need (or want) a copy of the report, select
: Z:,::e : '"T:_'dlmejge Initialize Inventory. If you only want a hard
- copy of the report with initializing the inventory,
o | ciear | bt | select Generate Report.

UIC Options Group Box:

c. Actbl UIC: This field is not accessible for a cyclic inventory.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.
STEP 2: _'___',‘-Eenf'rte[ytliclnventnry 3
:
a. Sort Sequence: Select how you want your report  Key Data :
sorted. If your UIC is set up for cyclic inventories by et s e
HRH, then Serial/Lot will not be available. If your Months in Inv Period: Inventories in Inv Period:
UIC is set up for cyclic inventories ny Location, then Last Cmpltd Inv Nbr:
LIN is not available. -SortSequence | [-ReportAnnex
b. Report Annex: Check the Sub Hand Receipt(s) © BarCd I Sub Hand-Receiptls]
if you want a separate report of your sub-hand : ol Mo
receipts. If you only initialized the inventory, the A — options
report annex will not be available. ¢ Nomenclature I Expanded Report
¢. Expanded Report Option: Check this box if you £ Lin
want the expanded report. If you only initialized the
inventory, this option will not be available. Sched Cmpitn Dt =
d. Sched Cmpltn Dt: The default date is 2 weeks T -
from the current date. If needed, you can change oo | [ submt e o |

this date to the desired expected completion date.
This field is not accessible if you are only generating the report.
e. Click Submit.

The following dialog box is displayed:

Status = ¢ cick ok

@ Report Submitted | g. Click =B to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

h. Once you have selected your inventory report, click the Print button.

i.  Your Windows Print dialog box is displayed and you can print your
report.

j. Return to the DPAS Main Menu.

\\)O?\ NOTES:
\ > Once the inventory is initialized, the system will automatically assign an inventory listing
\{/ number. This number consists of the following format: ordinal number (YY+ Julian day) +
UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Asset and General Inventory Type Table

Property/Assets

General
Inventory
Types

Reasons for Doing this Type of
Inventory

General PP&E to include: Cyclic Cyclic inventories are a way to divide all
- Office equipment (desks, chairs, safes, drafting assets into manageable segments that can be
tables, cash registers, engravers) inventoried at periodic intervals such that all
- Industrial Plant Equipment assets are inventoried within the required
- Vehicles timeframe. This balances the number of
- Material Handling Equipment (cranes, hoists, pal- assets to be counted at any one time with the
let jacks, forklifts, straddle truck) availability of resources and time necessary
- Automated Data Processing (ADP) Equipment to complete the physical inventory.
(desktop computers, printers, routers, laptop
computers) When choosing this method, a PPM must
- Government Furnished Equipment (GFE) consider the following:
- Training devices
- Meteorological equipment *Qrganizational Method: location or
- Railway equipment (locomotives, cares, cranes) custodian
- Machine tools (lathes, grinders, cutters, milling)
- Electronic test equipment (Analyzers, meters, *Length of Inventory Period: 36 months.
chargers)
- Appliances (washer, dryer, refrigerator, freezers, *Number of Inventories in the inventory
washing machines) period: This should be calculated based on
- Recreational boats and trailers available resources. DPAS default is 36
- Construction equipment (Welding machines, months but this can be changed by the Navy
earthmoving, elevators/conveyors, crushers, pav- DPAS Support Team at the request of the
ing equipment, generators) PPM.
- Firefighting equipment
- Gym equipment
- Public address systems
- Photographic equipment
- Communication equipment
General PP&E Wall-to-Wall A scheduled inventory of all items, as of a
given date for a specific UIC, Hand Receipt
Holder, or Location.
General PP&E Special A scheduled physical inventory of selected

Or Sensitive/Pilferable/Cryptographic
Sensitive items:

Firearms,

Ammunition and explosives,

Items that are drug or other controlled sub-
stances,

Precious metals

Pilferable items:

Hand tools and shop equipment
Individual clothing and equipment
Office machines

Photographic equipment
Communications/electronic equipment
Vehicular equipment and parts

Cryptographic items:

Typically classified equipment (not maintained in
DPAS for DON)

items for reasons deemed appropriate by the
agency.
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General . .
Reasons for Doing this Type of
Property/Assets Inventory
Inventory
Types

General PP&E Spot An unscheduled physical inventory usually

conducted at random to determine record

accuracy.

NOTE: ALL of the assets in a chosen
Location or HRH / Sub-HRH custody must be
inventoried.

Sensitive/Pilferable/Cryptographic Selected Item An unscheduled physical inventory of spe-
cially targeted items.

If a Sensitive inventory is scheduled ALL
Sensitive (including Pilferable) items
belonging to a selected HRH / Sub-HRH
would be inventoried. Targeting specific
types of assets (e.g., laptop computers) is not
permitted.
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Skill Builder: Manual Inventory

Objectives: You will:

> Review Manual Inventories
> Discussion Questions

Complete the following exercise:

1. Which of the following are the steps involved in canceling an inventory?

A.

The Inventory Process Code changes when an inventory is canceled. This automatically removes
the inventory from the Manage Inventories List.

The Inventory Process Code changes when an inventory is canceled. However, this does not
remove the inventory from the Manage Inventories List.

The Inventory Process Code changes when an inventory is canceled. However, this does not
remove the inventory from the Manage Inventories List. The user must also process an End Item
Decrease action.

The Inventory Process Code does not change when an inventory is canceled. The user simply
cancels the inventory from the Manage Inventories List.

2. In DPAS, which of the following constitutes an overage?

A.

B.

C.

The asset's HRH has been changed.
An asset listed on the inventory can not be found.

The item was transferred to DRMO or another activity and not properly removed from the property
book.

The asset is missing a bar code label.

3. What is the proper order of the DPAS activities associated with the inventory process?

CH 2

Managing the inventories
Reconciling the results of the inventories against the baseline
Deciding what to inventory and generating it

Conducting the inventory (using a manual or automated process)
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Skill Builder: Manual Inventory

CH 2

Which inventory allows for individual inventories to be performed on fractions of accountable assets at
specific intervals?

A. Cryptographic
B. Cyclic
C. Hand Receipt Holder
D. Authorization
A common use of the location inventory might occur when the Commander, in response to forced or
unlawful entry, or discovery of an open or unattended storage area, directs a special inventory. (True
or False)

True False
It is a DPAS inventory best practice to track the physical whereabouts of an asset using the Location,
and when feasible, Sub-Location fields. (True or False)

True False
After the user corrects all outstanding discrepancies for a manual inventory, the inventory will
automatically close. (True or False)

True False

When conducting a manual inventory, the inventory personnel should be documenting quantity,

nomenclature, serial number, condition and on the inventory report.
A. Cost
B. Bar Code

C. Location/Sub-Location

D. HRH Number
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Reviewing Batch Transactions
MODULE: Utilities

INTRODUCTION

The Batch Transaction Review will allow the local DPAS Administrator to view a list of all batch
transactions waiting for execution during the next nightly batch cycle. This process should be
performed on a daily basis, and any unneeded transactions should be deleted prior to the batch
processing cycle taking place.

The Batch Transaction Review screen will display a list of batch transactions that meet the criteria
established on the Key Data screen. The program name, transaction description, and user name of
the individual generating the transaction are displayed. These transactions will be executed during
the next nightly batch cycle.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Batch Process Review from the program group.

[ -
ITILITIES

Utilities
Batch Transaction Rewview
Master Table Maink J
Bar Cd Actions k
Prink Reports
Inguiries 4
Help
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Reviewing Batch Transactions

Options
' Selective
Al

[~ Excluded

x| STEP 1:

a. Options:

Clear

Exit

Select the appropriate option.

[~

Selective

Select this option to review specific batch
transactions.

All

Select the option to review all batch
transactions.

HINT!

%ﬁ If Selective is chosen as the option, you must choose a program name from the drop down list
! in the middle of the screen.

b. Excluded: Check this box to identify a transaction to be excluded from the batch process.

Pgm Name: If your option was Selective, choose the program name from the list box.

=10l
2l

Desc User Id

C.
d. Click OK.
STEP 2: ** Batch Transaction Review
e
a. Program Window: Select the record(s) Key Data
you want to review. ( Pgm Name:
Pgm Name
If your option was All, all the batch :
transactions are displayed.
If your option was Selective, the
selected batch transaction will be
displayed and highlighted.
b. Detail: If you want additional data for
the selected record, click this button.
c. If you want to delete a record from

processing in the next batch cycle,
highlight the record and click Delete or if you want to delete all the transactions, click Delete All.

Confirm Record Delete

Are you sure you want to delete this record?

Yes

No

Single Record
Detail

Delete | Delete All | Cancel | Exit |

STEP 3:

e If you want to delete the record, click Yes; otherwise, click

No.
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STEP 4:

e If you do not want to send a management message, click
OK. You will be returned to the Key Data screen. If you
are done reviewing the batch transactions, click Exit and
you will be returned to the DPAS Main Menu.

e If you want to send a management message, click Mgt =

Msg.

=3

Transaction Processed

0K Mgt Msg |

If you selected to send a management message, a screen similar to the following is displayed:

Management Messages

Mod Cd Mgt Msg
TSN LT TR

4 |

0K I Cancel

Thic transaction for prodran DPOTOOGH was deleted From Datcl

e If you want to send only the DPAS
generated message, click Cancel. You will
be returned to the Key Data screen. Click
Exit to return to the DPAS Main Menu.

e If you want to send a personalized
message, OK.

STEP 5:

If you elected to send a personalized message, a screen similar to the following is displayed:

a. User Msg Text: Enter your own message
in this window.
b. Click Save.

The Transaction Processed dialog box is
displayed.

c. Click OK.

You are returned back one screen level.
d. Click Cancel.

You are returned to the Key Data screen.
e. Click Exit.

You are returned to the DPAS Main Menu.

Management Messages ﬂ
UIC: WOL6AA Mod Cd:  AUT 2l
Mgt Msg:

This transaction for program DP9TE961 was deleted from batch by user |
ngriffit on 20048323 at 10464590; WBLGAAS73ABB1FNOD PARA DESC EXISTS
NO PARA DESC EXISTS created by mgriffit

User Msg Text:

Save Clear LCancel
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Adding Report And Form Messages
MODULE: Utilities

INTRODUCTION

This process provides the capability of adding new Turn-In and/or Transfer Messages to display on the
DD Form 1348-1 and selected reports.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select Report/Form Message from the program list.

UTILITIES
Utilities

Bakch Transaction Review

Master Table Maint ReportiForm Message
- 5 Transfer Cd
ar ckions Destn I

Print R E
I (eSS Doc Mbr Range

Inquiries » Address Dir
Lacation
Sike Cd
PBIC

Help

Fund Cd/appn
unc

Maint Eroup cd
Maint Sys Cross-Fef

x| STEP 1:

a. Msg Id: Enter a user defined message identification code.
Msg d: | = b. Click OK.
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] g
S I E P Z : w3 Report/Form Message Add/Change/Delete ;IEIEII
2

L el

a. Enter a unique message that may be printed on  keypana

your reports and/or forms. acth UG- a1
b. Click Add.
The Transaction Processed dialog box will be Moy Text _
displayed. 2
c. Click OK.

You will be returned to the Key Data screen.

Delete Add Cancel Exit

d. Click Exit.

Changing Report/Forms Messages

1. Enter or browse for the Msg Id you are changing.
2. Click OK.

3. Make the necessary change(s).

4. Click Change.

Deleting R rt/Forms M

1. Enter or browse for the Msg Id you are deleting.
2. Click OK.
3. Click Delete.
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Practical Exercise: Report and Forms Messages

Title: Report and Forms Messages

Objective: At the completion of this exercise the student should demonstrate a capacity to create
messages that will print either on reports and/or turn in/transfer forms.

Prerequisites:

References: Reference in the manual Chapter Seven

Scenario: Your office turns in a lot of hazardous materials. In order to turn these items in to the
appropriate disposal activity, your DD Form 1348, DA Form 2765, and/or DA Form 3161 must contain a

message that the item(s) you turn in must indicate that the item contains hazardous chemicals.

Instructions: Use the knowledge that you have gained from Chapter Seven to create a message that
will appear on the appropriate forms for when you remove hazardous materials from the Property Book.

Given:
Summary: Verify your results by running the appropriate inquiries and reports

Class Discussion: Q & A
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Creating Transfer Codes
MODULE: Utilities

INTRODUCTION

This process will allow you to create unique Transfer Codes, which identify specific types of transfer or
turn-in actions.

For example, your activity may create a Transfer code to be used for all DRMO turn ins, or a separate
code to be used only for transfers between UICs.

PREREQUISITES
None

STEPS TO PERFORM ACTION

Select the Utilities icon, or select Utilities from the menu bar.
Select Master Table Maint from the program group.
Select Transfer Cd from the program list.

W

UTILITIES
Utilities

Batch Transaction Review

Master Table Maint RepartiForm Message

) Transfer Cd
Bar Cd Actions »

Destn Id

Print R t
R Do hbr Range

Inguiries v Address Dir
Location
Sike Cd
PBIC

Help

Fund Cdfappn
(1) (o

Maink Group Cd
Maint Sys Cross-Ref

x| STEP 1:
il
a. Transfer Cd: Enter a code to describe the type of transfer
Transfer Cd:l J or turn in being processed.
b. Click OK.
ok | Clear | Exit |
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STEP 2: ¥ Transfer Code Add/Change/Delete =loix]
e 5
a. Transfer Text: This is a use defined —
_r;arrative associated with transferring an Acthl UIC: Tramsfor Cd:
item.
b. Click Add.
The Transaction Processed dialog box will be sl et
displayed.
c. Click OK.

You will be returned to the Key Data screen.

d. Click Exit. Delete Add Cancel Exit
Changing Transfer Codes

1. Enter or browse for the Transfer Cd you are changing.

2. Click OK.

3. Make the necessary change(s).

4. Click Change.

Deleting Transfer Codes

1. Enter or browse for the Transfer Cd you are deleting.
2. Click OK.
3. Click Delete.
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Creating Destination Identification Codes
MODULE: Utilities

INTRODUCTION

The Destination Identification code is a user-defined field that identifies the destination (Activity) of a
turned-in or transferred asset. Each Database (Site ID) will generate these codes for specific
destinations. This code is established on the Destination Table and the user can add new codes, as
well as update or delete existing codes.

This code will generally be an organization’s acronym, e.g., Naval Air Station - Pensacola may be
shown as NAS Pensacola, others may be USPFO, DRMO-Pensacola, etc.

This process provides DFAS the ability to update the general ledger transactions for capital asset
property that is transferred or turned in between Government agencies.

PREREQUISITES
None

STEPS TO PERFORM ACTION

Select the Utilities icon, or select Utilities from the menu bar.
Select Master Table Maint from the program group.
Select Destn Id from the program list.

W

UTILITIES
Utilities
Batch Transaction Review

IMaster Table Maint Report/Form Message
o Tl a Transfer Cd
o FHons Destn Id
Prink R lg
i e Doc Mbr Range
Inguiries b Address Dir
| Lacation
Help Site: Cd
PEIC
Fund Cdiappn
(1) o
IMaint Group Cd
Maint Sys Cross-Ref
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x| STEP 1:
2l
Destn 1d: | _| a. Destn Id: Enter the destination identification. This is
estn Id: a user defined field that identifies the destination of a
turned-in asset.
oK | Clear | Exit | b. Click OK.
STEP 2: s Destination Identifier Add/Change /Delete =10l x|
el .
a. Enter the location information for the rKey Data
Activity. This information is used to create Actbl UIC: Destn Id:
the “shipping document”.
b. Click Add. popasc: [
Activity: |
The Transaction Processed