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Hand Receipt Holder Functions Overview

Hand Receipt Holder Functions Overview
MODULE: Hand Receipt Holder

There are only a small number of functions available to users within the Hand Receipt Holder Module. It
was created in addition to the Hand Receipt (Property Book) portion of the program to provide limited
management to equipment within the system. Property Book Officers may elect to grant Responsible
Officers/Custodians (personnel financially responsible or have signed for property/equipment) access to
this module rather than the Hand Receipt. This would limit those users to only property for which they are
responsible versus access to all items in the Property Book. As a result, Responsible Officers/Custodians
may not affect Property Book balances, only initiate actions for approval/disapproval by the Property Book
Officer. The following procedures are available in the Hand Receipt Holder Module based on the level of
authority granted by Property Book Officer:

Levels of Authorization for Hand Receipt Holders
First Level Authority

Create Sub Hand Receipt Holder within Major Hand Receipt
Assign Property to Sub Hand Receipt Holder

Change location of assigned property

Inventory Management

Reports — Printing Hand Receipt Report

Inquiry

(M iy Sy iy

Second Level Authority **New Authority

Create Sub Hand Receipt Holder within Major Hand Receipt
Assign Property to Sub Hand Receipt Holder
Change location of assigned property
Inventory Management
Reports
a Inquiry
**Request Turn in property to PBO
**Request Transfer out of property to PBO

[y iy W iy

Third Level of Authority **New Authority
o Create Sub Hand Receipt Holder within Major Hand Receipt
Assign Property to Sub Hand Receipt Holder
Change location of assigned property
Request Turn in of property
Request Transfer out of property
Inventory Management
Reports
a Inquiry
**Transfer In without PBO approval

o000 Do
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Hand Receipt Holder Functions Overview

PREREQUISITES

Responsible Officers/Custodians must be granted access to the UIC and Major Hand Receipt Holder in
the DPAS Security Module.

A Major Hand Receipt Holder must be established prior to the creation of a Sub Hand Receipt
Holder.

HRH Transfer Authority - Property Book Officer granting appropriate authorization level to perform
Turn-in/Transfer requests and/or Transfer In (see Adding a Major or Sub Hand Receipt Holder).
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Creating A Sub Hand Receipt Holder

Creating A Sub Hand Receipt Holder
MODULE: Hand Receipt Holder

INTRODUCTION

The Hand Receipt Holder Number (HRH) is a locally assigned number used to identify an individual
responsible for assets. The first six positions (1st box) identify the Major (or primary) HRH. The last
three (2nd box) are used to distinguish a Sub (secondary) HRH. For example, a Property Book
Officer/Custodian may want to assign responsibility of an asset to a Sub by adding additional digits in
the second box to the major. The PBO’ s HRH Number (major) could be 1402. The Sub HRH (sec-
ondary) could be 1402 01. The next Sub HRH Holder could be established as 1402 02, and so on.
Major HRH Holders must be established 7irstin order to create a Sub Hand Receipt Holder, and secu-
rity access for UIC/HRH Holder must be granted prior to this transaction.

PREREQUISITES
You must have Security access to the Major HRH number for which you are creating the sub-HRH
STEPS TO PERFORM ACTION

1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
2. Select Sub HRH from the program group.

Hand Receipt
older

Selected Change
Turn-In/Transfer
Transfer In

Manage Inventaries

Reports 2
Inquiries »
Help
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Creating A Sub Hand Receipt Holder

x| STEP 1:

a. UIC: Enter or browse for the UIC.

b. Major HRH Nbr (1st box): Enter or browse for your major
hand receipt holder number.

| | c. Sub HRH Nbr (2nd box): Enter the NEW sub hand receipt

holder number.

R

T NOTES:
m\\\%//\ Add 1 to 3 alphanumeric characters in the second box to create a Mew sub hand receipt
\

Ny
A\
-~ holder.

To Change Sub Hand Receipt Holder Information or to Delete a Sub HRH from the system, type in the
entire existing number. If a Sub HRH is being deleted, all assets assigned to the Sub must first be trans-
ferred or turned in prior to a deletion. DPAS will not allow individuals to be removed from the system
with items still assigned to them.

ST E P 2 : “55ub Hand Receipt Holder Add/Change/Delete - =1of x|
B ] & -

a. TDA Para Nbr: Enter the TDA Paragraph Num- reynuau

ber, if applicable. G HRH Nbr:
b. HRH Loc: Enter the location of the sub hand TDAParaNbr: [ HRH Loc: |
receipt holder. Office: r— Office Name: |
c. Office: Enter the office of the sub hand receipt '™ :thh:— = Gonirasis
holder. Ben |,
d. Office Name: Enter the office name of the sub  Email address: |
hand receipt holder. AlUHRH Name: |
e. HRH Name: Enter the name of the sub hand AftPhoneNpr: [
receipt holder. e ]
f. Contractor: If the major hand receipt holderis  ["em*

Belated Dalal Delete | Add Cancel Exit

a Contractor, this box will display checked. This

field is not accessible to the hand receipt holder.

HRH Phone Nbr: Enter the phone number of the sub hand receipt holder.

DSN: Enter the DSN phone number of the sub hand receipt holder, if available.

FAX Nbr: Enter the FAX phone number of the sub hand receipt holder, if available.

E-Mail Address: Enter the e-mail address of the sub hand receipt holder, if available.

Alt HRH Name: If there is an alternate sub hand receipt holder, enter that name in this field.

Alt Phone Nbr: If there is an alternate sub hand receipt holder, enter the phone number in this field.
. Order Dt: Enter the date the sub hand receipt order was effective. You can also click on the calendar

button and select the date rather than entering it in the field.

Remarks: Enter any remarks, if desired.

Click Add.

3 FAT oo

o>

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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Making Selected Changes

Making Selected Changes
MODULE: Hand Receipt Holder

INTRODUCTION

The Selected Changes function of the Hand Receipt Holder Module was created to provide users a
quick and easy way to make two changes concerning an asset; 1) where the asset is located, and 2)
to a Sub Hand Receipt Holder within the Major Hand Receipt Holders account. A local use field is also
available for the activities use such as a department or budget office that will be tied to the end item
or component. Other changes such as price adjustments, stock number/serial number/bar code
changes, as well as adding or removing items from the property book are performed within the Hand
Receipt Module (Property Book).

PREREQUISITES

You must have Security access to the Major HRH number for which you are making changes.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
2. Select HRH Actions from the program group.
3. Select Selected Change from the program list.

Hand Receipt
Holder

Selected Change
Sub HRH
Turn-InyTransker
Transfer In

Manage Inventories

Reports
Inquiries

Help

& End ltem

¢ Component [ Bulk Asset
Barce: |

Stock Nbr: | ]

Serial Nbr: | L]
HRH Nbr: | | _|
,TI Clear Exit |

STEP 1: Select type of item

Select if the item is an End Item or a Component.

Bulk Asset: Check this box if the item is bulk managed.

c. Bar Cd: If your Activity uses bar codes, enter the bar
code of the item. Proceed to step f.

d. Stock Nbr: If your Activity does not use bar codes,
enter or browse for the stock number of the item.

e. Serial Nbr: If your Activity does not use bar codes,
enter or browse for the serial number of the item. This
field is not accessible for bulk managed items.

f. HRH Nbr: If the item is bulk managed, enter the hand

receipt holder.

cw
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Making Selected Changes

STEP 2: Identify the item
S ]

a. HRH Nbr: If you are assigning this asset to the
Sub HRH, enter or browse for the sub hand
receipt holder number.

b. Loc: If you are changing the location of the
asset, enter or browse for the new location.

c. Local Use: If you are changing the local use
field, enter your change.

d. Sub Loc: If you are changing the sub location of
the asset, enter the new sub location.

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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Requesting Permission To Turn-In An Asset

Requesting Permission To Turn-In An Asset

MODULE: Hand Receipt Holder

INTRODUCTION

The Turn-In function of the Hand Receipt Holder Module allows a Major/Sub Hand Receipt Holder to
request permission to turn-in an end item record (Serial or Bulk). Turn-In actions will have an option
to allow for pick-up notification when assets are available for receipt. The Request for Turn-in process
also includes the capability to request the turn-in of non-property book items. Non-Property Book
items are those the user wishes to track for auditing purposes but not record in their property book.
When Non-Property Book items are input, the process may require Manufacturer data and, in some
instances, Catalog data to ensure the PBO has sufficient data to process the request.

PREREQUISITES

Major HRH number must have Second Level Authority in the security program module

STEPS TO PERFORM ACTION

Select the Hand Receipt Holder icon, or select HRH from the menu bar.
2. Select Turn-In/Transfer from the program group.

Hand Receipt
Holder

Selected Change
Sub HRH

Turn-Ing'Transfer

Tramsfer In
Manage Inventories

Reports 4
Inquiries 4
Help

Lo lx

Asset

Disposition Action
* Turn-In

[~ Bulk Asset
 HRH Transfer

™ Non-Property Book

" Lateral Transfer

Bar Cd: =]

uic: =]
—

Serial Nbr: |

[l

Cond Cd: [ I

_ -

Stock Nbr:

HRH Nbr:

UIC To:

Clear | Exit |

STEP 1:

co

Disposition Action: Accept the default Turn-In.
Asset: Indicate if the asset is bulk or non-property.

Bar Cd: If your Activity uses bar codes, enter the bar code
of the item. Proceed to step f.

Stock Nbr: If your Activity does not use bar codes, enter
or browse for the stock number of the item.

Serial Nbr: If your Activity does not use bar codes, enter
or browse for the serial number of the item. This field is
not accessible for bulk managed items.

HRH Nbr: If the item is bulk managed or non-property,
enter the hand receipt holder.
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Requesting Permission To Turn-In An Asset

g.

Cond Cd: If the item bulk managed, select the condition of the asset.

HINT!

é% UIC To will always be grayed out for a Turn-In action.

h. Click OK.
STEP 2: S HRH Turn-In/ Transfer Add/Change Delete =1l x|
.

a. Acq Cost: For Non-Property items, enter the oy e Dispostton Gt
cost of the item. Serial Nbr: HRH Nbr:

b. UI: For Non-Property items, select the unit of Sl e gt
issue for the item. Aoy Cost v

c. Nomen: For Non-Property items, enter the o : T T e
description of the item. tono | 3

d. HRH Nbr To: This field is only accessible if you g, | Excossmaiine]  EH I PickUp
are transferring the item to another HRH. HRH Remarks: |

e. Cond Cd: Select the appropriate condition of the _ﬁf;_gf::xrﬁujk
item. FiAsset IT Mfr Cd: l__l micoe | ]

f. Qty: Enter the quantity for bulk managed items. | i ranne: |

g. Excess Avail Dt: Enter the date the item is pove | add | Geneel | Est |
available from excess. You can also click on the
calendar button to select the appropriate date.

h. Pick-Up: Check this box if requesting the item be picked up.

i. HRH Remarks: You may enter any remarks in this field for the PBO.

j. PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.

Non-Property Book: This group box is only accessible for non-property items and these fields are

mandatory.

k. IT Asset: If the item is non-property IT, then check this box.

[. 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.

m. Mfr Dt: Enter the date the item was manufactured. You can also click on the calendar to select the
appropriate date.

n. Mfr Part Nbr: Enter the manufacturer’s part number or model number.

0. Click Add.

The Transaction Processed dialog box will be displayed.

p. Click OK.

You will be returned to the Key Data screen.

g. Click Exit.

T

NOTE:

A
N\o > The request is now available to the Approving Officer in the Pending queue seen in the Hand
\.\///%

Receipt.
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Transferring An Asset to Another Hand Receipt Holder

Transferring An Asset to Another Hand Receipt Holder
MODULE: Hand Receipt Holder

INTRODUCTION

The Transfer/Turn In function of the Hand Receipt Holder Module allows a hand receipt holder to
transfer an end item record (Serial or Bulk) to another hand receipt holder within the same UIC. If a
serial record has components, those records will also be updated. The process will write transactions
to the Detail Turn-In/Transfer Table, for review by the Property Book Officer (PBO) and approval/dis-
approval when required.

PREREQUISITES
You must have Security access to the Major HRH
STEPS TO PERFORM ACTION

1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
2. Select Turn-In/Transfer from the program group.

Hand Receipt
Holder

Selected Change
Sub HRH

Turn-Iny Transfer

Transfer In
Manage Invenkories

Reports [
Inquiries 4
Help

43



Transferring An Asset to Another Hand Receipt Holder

Ll

Asset

Disposition Action
 Turn-In

[ Bulk Asset
‘2 R ey
= Non-Properiy Book

" Lateral Transfer

—
e

—
|
e
|
—

_oc ]

Bar Cd:
uIC:
Stock Nbr:

Serial Nbr:

.

HRH Nbr:

Cond Cd:
UIC To:

Clear Exit

STEP 2:

Acq Cost: This field is displayed and
cannot be changed.

UI: This field is displayed and cannot be
changed.

Nomen: This field is displayed and can-
not be changed.

HRH Nbr To: Enter or browse for the
hand receipt holder to which you are
transferring the item.

e. Cond Cd: This field is not accessible.

f. Qty: Enter the quantity for bulk man-
aged items.

g. Excess Avail Dt: Enter the date the

item is available from excess. You can
also click on the calendar button to
select the appropriate date.

Pick-Up: This field is not accessible.

Non-Property Book Group Box: The
Click Add.

TEP 1:

Disposition Action: Select HRH Transfer.

Asset: Indicate if the asset is bulk. Non-Property is not

accessible for HRH transfers.

Bar Cd: If your Activity uses bar codes, enter the bar

code of the item. Proceed to step f.

. Stock Nbr: If your Activity does not use bar codes,
enter or browse for the stock number of the item.

. Serial Nbr: If your Activity does not use bar codes,

enter or browse for the serial number of the item. This

field is not accessible for bulk managed items.

HRH Nbr: If the item is bulk managed or Non-Property,

enter the hand receipt holder.

Cond Cd: This field is not accessible for HRH transfers.

Click OK.

S
a.

b.

“%HRH Turn-In/Transfer Add/Change/Delete =10 x|
=
Key Data
Bar Cd: UIc: Disposition Cd:
Serial Nbr: HRH Nbr:
|’ Stock Nbr: Qty:
Acq Cost: | IJ‘I]C
- I — | HRH Nbr: [ _|
Nomen: I
Cond Cd: | =
Qty: I Excess Avail Dt: I @ EiRickUp
HRH Remarks: I
PBO Remarks: I
Non-Property Book
I [IFAsset mmrce: | _| Mt Dt: =
Mir Part Nbr: I
Delete | add | gcancel | Exit |

HRH Remarks: You may enter any remarks in this field for the PBO.
PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.

fields in this group box are not accessible.
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Transferring An Asset to Another Hand Receipt Holder

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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Transferring An Asset To Another UIC On The Same Database (Lateral Transfer)

Transferring An Asset To Another UIC On The Same Database (Lat-

eral Transfer)
MODULE: Hand Receipt Holder

INTRODUCTION

The Lateral Transfer function of the Hand Receipt Holder Module allows a hand receipt holder to
request permission to transfer an asset to another UIC within the same data base. If an asset has
component assets attached, those records will also be updated. The process will write transactions to
the Detail Turn-In/Transfer Table, for review by the Property Book Officer (PBO) and approval/disap-
proval when required.

PREREQUISITES
You must have Security access to the Major HRH number
STEPS TO PERFORM ACTION

1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
2. Select Turn-In/Transfer from the program group.

Selected Change
Sub HRH

Turn-In) Transfer

Transfer In
Manage Invenktaries

Reparts 4
Inquiries k
Help
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Transferring An Asset To Another UIC On The Same Database (Lateral Transfer)

STEP 1:
a. Disposition Action: Select Lateral Transfer.
A b. Asset: Indicate if the asset is bulk. Non-property is not
Disposition Action Asset accessible for lateral transfers.
- T " BulkAsset c. Bar Cd: If your Activity uses bar codes, enter the bar
© HRH Transter e code of the item. Proceed to step f.
0 Detar e d. Stock Nbr: If your Activity does not use bar codes, enter
Bar Cd: = or browse for the stock nhumber of the item.
uic: -] e. Serial Nbr: If your Activity does not use bar codes, enter
StockNo: | .| or browse for the serial number of the item. This field is
Serial Nbr: | = not accessible for bulk managed items.
HRH Nbr: | f.  HRH Nbr: If the item is bulk managed, enter the hand
Conded: | 5 receipt holder.
UIC To: ] g. Cond Cd: This field is not accessible for lateral transfers.
o | cewr | et | h. UIC To: Enter or browse for the UIC to which the asset
being transferred.
i. Click OK.
STEP 2: #SHRH Turn-In/Transfer Add/Change/Delete =10l %]
:
a. Acq Cost: This field is displayed and can- Key Data
not be Changed. ::'ri:Id;hr :::(:H " Disposition Cd:
b. UI: This field is displayed and cannot be Stock Nor: ——
changed. rcr Cont —— T
c. Nomen: This field is displayed and cannot "™ | vic:
be changed. Nomen: | HRH Nbr: _
d. HRH Nbr To: This field is not accessible. ., ;s | T
e. Cond Cd: This field is not accessible. - T | e
f. Qty: Enter the quantity for bulk managed T et |
itemS. PBO Remarks: I
g. Excess Avail Dt: Enter the date the item Nom-Praperty Baok
is available from excess. You can also click =" mwnca: | o i
on the calendar button to select the appro- Mir PartNbr: |
priate date. Delete | add | cancel | Exit |
h. Pick-Up: This check box is not accessible.
i. HRH Remarks: You may enter any remarks in this field for the PBO.
j.  PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.
k. Non-Property Book Group Box: The fields in this group box are not accessible.
I. Click Add.

The Transaction Processed dialog box will be displayed.

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

n. Click Exit.

NOTE:

-

Once the transaction is processed, the request will be available to the Approving Officer for
approval/ disapproval as seen in Hand Receipt.
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Transferring-In An Asset
MODULE: Hand Receipt Holder

INTRODUCTION

The Transfer-In function of the Hand Receipt Holder Module provides users the capability to accept an
asset transferred from another Hand Receipt Holder. An Options Group Box on the Key Data screen

permits the option of entering a specific HRH Number or requesting all HRH Numbers under the user’s
Accountable UIC. The program will retrieve all corresponding records, and display them in a list box.

In the processing window the user will select a record from the list box. Once chosen, the record’s
UIC, HRH Number To and Qty fields will be displayed and disabled. The user will then have to enter
an Authorization Control Number, Office and Location. Assigning a Document Number is optional. If
for some reason the user does not want to receive the transfer, select the Transfer Disapproved radio
button and enter the explanation in the HRH Remarks field (HRH Remarks is optional if not disap-

proved).

PREREQUISITES

If your Activity uses Authorizations, an authorization record must exist for the asset that you will be
transferring in.

You must have Third Level Authority to the Major HRH number

STEPS TO PERFORM ACTION

1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.

2. Select Transfer-In from the program group.

Hand Receipt
Holder

Selected Change
Sub HRH
Turn-Ini Transfer

Transfer In

Manage Inventories

Reports
Inquiries

Help
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Transferring-In An Asset

x| STEP 1:
Options ——————————— 2
= Selective a. Options: Select Selective if you wish to retrieve records
Al for a specific HRH Nbr. Select All if you wish to retrieve
records for every HRH Nbr under user’s Actbl UIC.
wRHNb: | | - b. HRH Nbr: If your option was Selective, enter or browse
for the HRH Nbr. If your option was All, this field is not
ok | clear | Exit | accessible.
c. Click OK.
STEP 2: !_!‘-Hand‘eceiptHulder]ransferIn
TNEE “
a. In the window, a list of items awaiting Key Data
transfer will be displayed (record by L"“ HRH Nbr:
record). Select the item to be trans- Hard Elnck by Ser Ny Homen =
ferred in by double-clicking on it.
b. Transfer: Select to approve or disap-
prove the transfer in. ranater z e — =
c. Document Number Assignment: € Approved € None € Automated € Manual
Select the appropriate document num- € Disapproved poener: | ]
ber assignment. Select None if no doc- . oty e Ctmne [ _|
ument number is required for this action, | = e L
select Automated if you wish DPASto g0 | localUse: [
automatically assign your document HRH Remarks:]
number, or select Manual if you wish to Sove | Concel | Bt |
manually enter your document number.
d. Doc Nbr: If you selected Automated,
click the browse button to display a valid document number. If you selected Manual, enter a valid 13-
position document number. This field will not be accessible if you selected the assignment of None.
e. Authn Ctl Nbr: If your Activity uses the Authorizations, enter or browse for the appropriate authori-
zation for the asset.
f. Loc: Enter or browse for the location of the asset.
g. Office: Enter the office to which the asset is assigned.
h. Sub Loc: Enter the sub location of the asset, if desired.
i. Local Use: Enter a user defined local use comment, if desired.
j. Click Save.
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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

W

Hand
Receipt
Selecked Change
Sub HRH
Turn-InfTransfer
Transfer In

Manage Inventoties

Reparts

Inquities

Generate

Print

Help

Hand Receipt Holder Dn-line Report:

[” Authorization Inventories
[~ SKO/BIJAAI Asset

[~ Hand Receipt Holder

[~ SKO/BIlfAsl Configuration

Print Rpts | Close |

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

STEP 1:

Select Hand Receipt.
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Generating A Hand Receipt Report By HRH Nbr

STEP 2:

Inventory Type Group Box:

a. Accept the default HRH.

Actions Group Box:

b. Select Generate Report.

Generate Group Box:

c. 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.

UIC Options Group Box:

d. Specific UIC: Enter or browse for you UIC.

=10 x|
2|
~Inv Type ~Actions
&~ HRH € Initialize Inventory and Generate Report
¢ Authorization € Initialize Inventory.
£ Sensitive @ Generate Report
' Cryptographic ~UIC Options
¢ Location € Actbl:
£ Cyclic @ Specific: uic | _I
~Generate
& On-line " Include Report Message
" Batch Msg Id: |
ok | Clear | Exit |

Msg Id: If you chose to include a report message, browse for the message you wish to include.

Sort Sequence Group Box:

a. Select the order in which you want your report
sorted.

Report Annexes Group Box:

b. If desired, select a report annex report.

Report Type

e. If you want to include a Report Message, check this box.
f.
These messages are built in the Utilities module.
g. Click OK.
STEP 3:
e 2l
S ] (e
~Key Data
uic: Actions:  Init Inv and Gnr Rpt
Generate: On-line
~Sort Seq Report A
' Bar Code " Sub-Hand Receipt (s]
" Location I SKO/BIIfAAl Hand Receipt
" Stock Nbr I SKO/BIIJAAl Excess/Shortage
" Nomenclature
 LIN
~Options
[ HRH Range " Expanded Report
" Include Sub-Hand Receipt (s)
‘ HRH Nbr: [ J ‘

Sched Cmpltn Dt: I m Next Inv Due Dt: I @ ‘

Submit I

Info |

Cancel |

Exit

Sub Hand Receipt(s)

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

SKO/BII/AAI Hand
Receipt

Check if you want a hand
report listing of your SKOs,
BIIs, and AAIs.

SKO/BII/AAI Excess/
Shortage

Check if you want a excess and
shortage report of your SKOs,

BIIs, and AAIs.
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Generating A Hand Receipt Report By HRH Nbr

Options Group Box:

c. If desired, select an option.

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.

__» HINT!
%ﬁ; Remember...if you are generating a Hand Receipt Report for a range of Hand Receipt Holders,
! you MUST have Security access to ALL of the Hand Receipt Holders.

e. Click Submit.
The Sched Cmpltn Dt and Next Inv Due Dt are not available.

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

* Generate Inventories

B!

~Inv Type

—Actions

=10l x]
gl

& HAH € Initialize Inventory and Generate Report

¢ Authorization € Initialize Inventory:

' Sensitive % Generate Report

* Cryptographic ~UIC Options

¢ Location ) Actbl;

' Cyclic @ Specific: uic | _I
— Generate

& On-line " Include Report Message

" Batch Msg Id: |—_|

ok | Clear | Exit |

STEP 5:

Click on Print Rpts.

v#Reports Menu for Userid: mariffit x|
File Help
Module: Report Type: Sort Order: Report Status:
IHand Receipt Holder j IAII j IDatefTime j ICurrenl j
5 [Reporto [ urc [ Date [ Time. [ Pages
S HA DPTKDZIR  WiLIEAA 05/08/2004  13:21:10:24 00001
[ GO RTY IMVEN... DPTKDZSR  WOLGAA 06/04/2004  O7:18:13:76 00009
4 | |
Report(s] available: 2
Yiew I Print Remote Delete | Refresh | Exit |

STEP 4:

Click Exit.

Hand Receipt Holder On-line Reporkts

ks lx

[” Authorization Inventories
[~ SKO/BIJAAI Asset

[~ Hand Receipt Holder

[~ SKO/BIlfAsl Configuration

Print Rpts Close

STEP 6:

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.
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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.

BREPORT: DPTEOZLER DEFENSE PROPERTY ACCOUNTAEILITY SYSTEM DATE: EZ0

ACTBL UIC: ACTELL HAND RECEIPT INVENTORY REPORT

UICFACTIVITY: NOOOLlS Aad EAR CODE SEQUENCE INV LIST

ACTIVITY MAME: TEST TRANSFER SCHED CM

HBEH NEE: MEL -

HEH NM: MG

OFFICE NM: DPAS PHOMNE NEER: ESEEEES

BAR CID STOCE NEER SERIAL MER LIN GNEC MNOMEN

Loc SUE LOC OFFICE LCL TUSE LET INV DT ACQ CST

0001500001 38Z0007Z56413 Cl1Z E£9876Y WASHING AND SCREENING PLANT, ELEC DEVN WHL

ELDG 301 SUPPLY E00Z07ZS 13,357.00

CLG3E588 FOZ50000019E8F CLG3E588 71113W MONITOR, 19"COLOER

BLDG EZZEEE DFAS E00Z0TZE 1,431.00

****** END ITEM HAND RECEIPT TOTALS TOTAL QTY: Z TOTAL DOLLAR WALUE
Kl I 1
Leady [Pg: 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.

LREPORT: DPTEOZZR DEFENSE PROPERTY ACCOUNTAEILITY SYSTEM DATE:
ACTEL UIC: ACTEL1L EXPANDED HAND RECEIPT INVENTORY REPORT
UIC/ACTIVITY: WOUzZAR 1232 EBAPR. CODE SEQUENCE INV L
ACTIVITY MAME: RLZE 1¢& TEST SCHED
HIFH NER: WOUZAA -
HEH NM: RELEASE 16 TESTER
OFFICE NM: DPAZ TRATINING DPHONE NBR: 71Z EE4-Z234
FNL
EAR CD STE MER SUB  LOC QTY UI LET INV DT LCL USE Cch
OFFICE SER NER HEH ZEUE LOC ACQ CET IPE NER
LIN GNEC NOMEN ASET ETES CD
1008000012676 BUILDING 25 1 EL Z00Z07E3 1&
DFAS z23245e 1z1.20
FILTER,GUN DERIVE
MFE TR: Z00Z MFE NM: UNASSIGHELD MFE PART NEER:
1005000012676 BUILDING 25 1 EAL Z00E207E23 18
DFAS 23457 1,311.80
FILTEER,GUN DERIVE
MFR YR: Z00Z MFER HM: UMASSIGHMED MFE PART HEER:
Kl I
Jandh - [1enes —
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HRH Process Example: Where HRHs Can Request Items for Turn-In/Transfer

HRH Process Example: Where HRHs Can Request Items for Turn-
In/Transfer

Property Book Officer

e PBO creates a new Hand Receipt Holder with second level authority.

e Turn-in/Transfer process by Hand Receipt Holder

Hand R ipt Holder

¢ HRH module, HRH identifies items by requesting selected items for Turn-in/Transfer.

Property Book Officer

e PBO actions are reviewing HRH pending requests. During review of requested actions the PBO either
approves or denies the requests. With approval the PBO assigns a document number. Then the item is
held as a pending action for HRH to complete request.

Hand Receipt Holder

¢ HRH reviews HRH Inquiry "HRH Pending Turn-in/Transfer” for PBO approval.

e With Approval HRH goes to Hand Receipt Module to Database/UIC Transfer Action “Generate Turn-in
Form” and print.

¢ HRH then completes the Turn-in/Transfer action and get signature on turn-in form.

¢ HRH would then send the Turn-in/Transfer form to the PBO.

Property Book Officer

e PBO would then complete the Turn-in/Transfer action by dropping the item from the property book.
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Hand Receipt Holder Transfer Process for Bulk Assets

Hand Receipt Holder Transfer Process for Bulk Assets

This process has three basic steps:

1. HRH request the transfer
2. PBO approves or disapproves transfer
3. Receiving HRH accepts the transfer in

Below is a basic step-by-step process of HRH transfer.

PREREQUISITES

HRH must have HRH Holder Transfer In Authority.
Hand Receipt Holder transfer to Hand Receipt or Sub Hand Receipt Holder:
ipt Holder R t Transfer

HRH clicks on Hand Receipt Holder => Turn in/Transfer
Select HRH Transfer and check Bulk Asset

Enter Bulk Bar code and click OK

Enter Hand Receipt and Sub in the TO: HRH Nbr

Enter the Quantity to transfer

Enter the Excess Avail Dt:

Enter the HRH remarks

Click on ADD

2. PBO Approval Action

PBO goes to Hand Receipt Module
Select HRH pending Turn in/Transfer
Select the HRH Transfer Button
Enter the UIC

Click OK

Select the requested transfer

Click OK

PBO can then Approve transfer

Click Save.

Click Exit
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Hand Receipt Holder Transfer Process for Bulk Assets

3. Hand Receipt Holder Receiving

Go to Hand Receipt Holder Module

Select Turn in/Transfer

Select All in Key Data screen

Click OK

Select the Transfer in request and double click request
Select Disapproval, if necessary

Select Document Number method, if necessary

Enter Authorization Control Number

Enter Location and Office

Enter Remarks

Click Save
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Skill Builder: Hand Receipt Holder Functions and Processes

Skill Builder: Hand Receipt Holder Functions and Processes

Objectives: This skill builder will allow you to:

Review Creating a Sub-Hand Receipt Holder

Making Selected Changes

Requesting Permission to Turn-In an Asset
Transferring an Asset to Another Hand Receipt Holder
Transferring an Asset to Another UIC

Transferring-In an Asset

Generating a Hand Receipt Report by HRH Number.

[y iy Sy Sy Sy

Complete the following exercises (Select the correct or most appropriate answer):
1. The two selected changes that can be make in the Hand Receipt Holder Module are:

Name and Phone Number of HRH and the Location of the Asset
Location of Asset and Stock Number of the Asset

Sub Hand Receipt Holder Number and Location/Sub Location of Asset
Sub-Location of Asset and Nomenclature

apoo

2. When deleting a Sub-HRH, you first must accomplish the following:

a. Obtain permission from the individual’s supervisor

b. Add the new Sub-HRH Number and verify the location of the assets

¢. Conduct an Inventory of all assets and assign a new Sub-HRH Number
d. All assets assigned must be transferred or turned in prior to deletion

3. When requesting permission to turn-in an asset, both Property Book and Non-Property Book items
may be requested for turn-in to the PBO/PPM. (True or False)

True False

4. Name four (4) data elements or entries that are mandatory on the Key Data Screen for the transfer of
a Bulk Asset to another Hand Receipt Holder.

a. Disposition Action, Non-Property Book Asset, Manufacturer Part Number and Excess Action
Code

b. HRH Remarks, Disposition Action, UIC and Bulk Asset

c. Disposition Action, Stock Number, Serial Number, and HRH Number

d. Disposition Action, Bulk Asset, HRH Number and Stock Number

5. To transfer a serial asset from one UIC to another UIC on the same database using the Hand Receipt
Holder Module, some of the data elements needed include:

a. Stock Number/Serial Number or Bar Code, UIC To, and Excess Available Date

b. Stock Number/Serial Number or Bar Code, HRH Number of the Gaining UIC, and Disposition
Code

c. Bar Code, Excess Availability Date, and PBO Remarks

d. PBO Remarks, UIC To, Stock Number and Bar Code
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Skill Builder: Hand Receipt Holder Functions and Processes

6. The only Inventory Type that is available to the Hand Receipt Holder and the only action that the Hand
Receipt Holder can select when generating a Hand Receipt Report is:

Location and Initialize and Generate Report
HRH and Generate Report

Location and Generate Report

HRH and Initialize Inventory

oo oo

7. When conducting a Transfer-In Of An Asset action, once a record is chosen, the record’s UIC, HRH Nbr
To and QTY fields will be displayed and disabled. The user will then have to enter an:

a. Authorization Control Number (if your organization uses Authorizations), Office and Location
b. UIC, HRH To Number and location

c. Office and Location, UIC To, and HRH To Number

d. Authorization Control Number, Office, Document Number, and sub-location

8. Once a transfer action is processed using the Hand Receipt Holder Module, the request will be avail-
able to the Approving Officer for approval/disapproval as seen in the:

Authorization Module
Document Register Module
Hand Receipt Holder Module
Hand Receipt Module

oo oo

9. Since only asset location and asset responsibility can be changed in the Hand Receipt Holder Module,
other changes such as price adjustments, stock number/bar code changes, as well as adding or
removing items from the property book are performed within the:

Catalog Module

Authorization Module

Hand Receipt Module (Property Book)
Catalog Module and Authorization Module

oo oo

10. In order for Major/Sub Hand Receipt Holders to perform transfers, the Property Book Officer must:

Have access to the Major/Sub Hand Receipt Holder’s Hand Receipt

Obtain permission from the Major/Sub Hand Receipt Holder’s supervisor

Provide the Major/Sub Hand Receipt Holder with a letter of authorization

Grant HRH Transfer Authority to the Major/Sub Hand Receipt Holder in the hand Receipt Mod-
ule

ooow
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Skill Builder: Hand Receipt Holder Functions and Processes
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	Hand Receipt Holder Functions Overview
	Creating A Sub Hand Receipt Holder
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select Sub HRH from the program group.
	a. UIC: Enter or browse for the UIC.
	b. Major HRH Nbr (1st box): Enter or browse for your major hand receipt holder number.
	c. Sub HRH Nbr (2nd box): Enter the NEW sub hand receipt holder number.
	a. TDA Para Nbr: Enter the TDA Paragraph Num ber, if applicable.
	b. HRH Loc: Enter the location of the sub hand receipt holder.
	c. Office: Enter the office of the sub hand receipt holder.
	d. Office Name: Enter the office name of the sub hand receipt holder.
	e. HRH Name: Enter the name of the sub hand receipt holder.
	f. Contractor: If the major hand receipt holder is a Contractor, this box will display checked. This field is not accessible to the hand receipt holder.
	g. HRH Phone Nbr: Enter the phone number of the sub hand receipt holder.
	h. DSN: Enter the DSN phone number of the sub hand receipt holder, if available.
	i. FAX Nbr: Enter the FAX phone number of the sub hand receipt holder, if available.
	j. E-Mail Address: Enter the e-mail address of the sub hand receipt holder, if available.
	k. Alt HRH Name: If there is an alternate sub hand receipt holder, enter that name in this field.
	l. Alt Phone Nbr: If there is an alternate sub hand receipt holder, enter the phone number in this field.
	m. Order Dt: Enter the date the sub hand receipt order was effective. You can also click on the calendar button and select the date rather than entering it in the field.
	n. Remarks: Enter any remarks, if desired.
	o. Click Add.
	p. Click OK.
	q. Click Exit.

	Making Selected Changes
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select HRH Actions from the program group.
	3. Select Selected Change from the program list.
	a. Select if the item is an End Item or a Component.
	b. Bulk Asset: Check this box if the item is bulk managed.
	c. Bar Cd: If your Activity uses bar codes, enter the bar code of the item. Proceed to step f.
	d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the item.
	e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item. This field is not accessible for bulk managed items.
	f. HRH Nbr: If the item is bulk managed, enter the hand receipt holder.
	a. HRH Nbr: If you are assigning this asset to the Sub HRH, enter or browse for the sub hand receipt holder number.
	b. Loc: If you are changing the location of the asset, enter or browse for the new location.
	c. Local Use: If you are changing the local use field, enter your change.
	d. Sub Loc: If you are changing the sub location of the asset, enter the new sub location.
	e. Click Save.
	f. Click OK.
	g. Click Exit.

	Requesting Permission To Turn-In An Asset
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select Turn-In/Transfer from the program group.
	a. Disposition Action: Accept the default Turn-In.
	b. Asset: Indicate if the asset is bulk or non-property.
	c. Bar Cd: If your Activity uses bar codes, enter the bar code of the item. Proceed to step f.
	d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the item.
	e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item. This field is not accessible for bulk managed items.
	f. HRH Nbr: If the item is bulk managed or non-property, enter the hand receipt holder.
	g. Cond Cd: If the item bulk managed, select the condition of the asset.
	h. Click OK.
	a. Acq Cost: For Non-Property items, enter the cost of the item.
	b. UI: For Non-Property items, select the unit of issue for the item.
	c. Nomen: For Non-Property items, enter the description of the item.
	d. HRH Nbr To: This field is only accessible if you are transferring the item to another HRH.
	e. Cond Cd: Select the appropriate condition of the item.
	f. Qty: Enter the quantity for bulk managed items.
	g. Excess Avail Dt: Enter the date the item is available from excess. You can also click on the calendar button to select the appropriate date.
	h. Pick-Up: Check this box if requesting the item be picked up.
	i. HRH Remarks: You may enter any remarks in this field for the PBO.
	j. PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.
	k. IT Asset: If the item is non-property IT, then check this box.
	l. 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.
	m. Mfr Dt: Enter the date the item was manufactured. You can also click on the calendar to select the appropriate date.
	n. Mfr Part Nbr: Enter the manufacturer’s part number or model number.
	o. Click Add.
	p. Click OK.
	q. Click Exit.

	Transferring An Asset to Another Hand Receipt Holder
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select Turn-In/Transfer from the program group.
	a. Disposition Action: Select HRH Transfer.
	b. Asset: Indicate if the asset is bulk. Non-Property is not accessible for HRH transfers.
	c. Bar Cd: If your Activity uses bar codes, enter the bar code of the item. Proceed to step f.
	d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the item.
	e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item. This field is not accessible for bulk managed items.
	f. HRH Nbr: If the item is bulk managed or Non-Property, enter the hand receipt holder.
	g. Cond Cd: This field is not accessible for HRH transfers.
	h. Click OK.
	a. Acq Cost: This field is displayed and cannot be changed.
	b. UI: This field is displayed and cannot be changed.
	c. Nomen: This field is displayed and can not be changed.
	d. HRH Nbr To: Enter or browse for the hand receipt holder to which you are transferring the item.
	e. Cond Cd: This field is not accessible.
	f. Qty: Enter the quantity for bulk man aged items.
	g. Excess Avail Dt: Enter the date the item is available from excess. You can also click on the calendar button to select the appropriate date.
	h. Pick-Up: This field is not accessible.
	i. HRH Remarks: You may enter any remarks in this field for the PBO.
	j. PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.
	k. Non-Property Book Group Box: The fields in this group box are not accessible.
	l. Click Add.
	m. Click OK.
	n. Click Exit.

	Transferring An Asset To Another UIC On The Same Database (Lat eral Transfer)
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select Turn-In/Transfer from the program group.
	a. Disposition Action: Select Lateral Transfer.
	b. Asset: Indicate if the asset is bulk. Non-property is not accessible for lateral transfers.
	c. Bar Cd: If your Activity uses bar codes, enter the bar code of the item. Proceed to step f.
	d. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number of the item.
	e. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number of the item. This field is not accessible for bulk managed items.
	f. HRH Nbr: If the item is bulk managed, enter the hand receipt holder.
	g. Cond Cd: This field is not accessible for lateral transfers.
	h. UIC To: Enter or browse for the UIC to which the asset being transferred.
	i. Click OK.
	a. Acq Cost: This field is displayed and can not be changed.
	b. UI: This field is displayed and cannot be changed.
	c. Nomen: This field is displayed and cannot be changed.
	d. HRH Nbr To: This field is not accessible.
	e. Cond Cd: This field is not accessible.
	f. Qty: Enter the quantity for bulk managed items.
	g. Excess Avail Dt: Enter the date the item is available from excess. You can also click on the calendar button to select the appro priate date.
	h. Pick-Up: This check box is not accessible.
	i. HRH Remarks: You may enter any remarks in this field for the PBO.
	j. PBO Remarks: This field will display any PBO Remarks. It is not accessible for the HRH.
	k. Non-Property Book Group Box: The fields in this group box are not accessible.
	l. Click Add.
	m. Click OK.
	n. Click Exit.

	Transferring-In An Asset
	1. Select the Hand Receipt Holder icon, or select HRH from the menu bar.
	2. Select Transfer-In from the program group.
	a. Options: Select Selective if you wish to retrieve records for a specific HRH Nbr. Select All if you wish to retrieve records for every HRH Nbr under user’s Actbl UIC.
	b. HRH Nbr: If your option was Selective, enter or browse for the HRH Nbr. If your option was All, this field is not accessible.
	c. Click OK.
	a. In the window, a list of items awaiting transfer will be displayed (record by record). Select the item to be trans ferred in by double-clicking on it.
	b. Transfer: Select to approve or disap prove the transfer in.
	c. Document Number Assignment: Select the appropriate document num ber assignment. Select None if no doc ument number is required for this action, select Automated if you wish DPAS to automatically assign your document number, or select Manua...
	d. Doc Nbr: If you selected Automated, click the browse button to display a valid document number. If you selected Manual, enter a valid 13- position document number. This field will not be accessible if you selected the assignment of None.
	e. Authn Ctl Nbr: If your Activity uses the Authorizations, enter or browse for the appropriate authori zation for the asset.
	f. Loc: Enter or browse for the location of the asset.
	g. Office: Enter the office to which the asset is assigned.
	h. Sub Loc: Enter the sub location of the asset, if desired.
	i. Local Use: Enter a user defined local use comment, if desired.
	j. Click Save.

	Generating A Hand Receipt Report By HRH Nbr
	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.
	a. Accept the default HRH.
	b. Select Generate Report.
	c. 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.
	d. Specific UIC: Enter or browse for you 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.
	a. Select the order in which you want your report sorted.
	b. If desired, select a report annex report.
	c. If desired, select an option.
	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.
	f. Click OK.
	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.

	HRH Process Example: Where HRHs Can Request Items for Turn- In/Transfer
	Hand Receipt Holder Transfer Process for Bulk Assets
	1. HRH request the transfer
	2. PBO approves or disapproves transfer
	3. Receiving HRH accepts the transfer in
	1. Hand Receipt Holder Request Transfer
	2. PBO Approval Action
	3. Hand Receipt Holder Receiving

	Skill Builder: Hand Receipt Holder Functions and Processes
	1. The two selected changes that can be make in the Hand Receipt Holder Module are:
	a. Name and Phone Number of HRH and the Location of the Asset
	b. Location of Asset and Stock Number of the Asset
	c. Sub Hand Receipt Holder Number and Location/Sub Location of Asset
	d. Sub-Location of Asset and Nomenclature
	2. When deleting a Sub-HRH, you first must accomplish the following:

	a. Obtain permission from the individual’s supervisor
	b. Add the new Sub-HRH Number and verify the location of the assets
	c. Conduct an Inventory of all assets and assign a new Sub-HRH Number
	d. All assets assigned must be transferred or turned in prior to deletion
	3. When requesting permission to turn-in an asset, both Property Book and Non-Property Book items may be requested for turn-in to the PBO/PPM. (True or False)
	4. Name four (4) data elements or entries that are mandatory on the Key Data Screen for the transfer of a Bulk Asset to another Hand Receipt Holder.

	a. Disposition Action, Non-Property Book Asset, Manufacturer Part Number and Excess Action Code
	b. HRH Remarks, Disposition Action, UIC and Bulk Asset
	c. Disposition Action, Stock Number, Serial Number, and HRH Number
	d. Disposition Action, Bulk Asset, HRH Number and Stock Number
	5. To transfer a serial asset from one UIC to another UIC on the same database using the Hand Receipt Holder Module, some of the data elements needed include:

	a. Stock Number/Serial Number or Bar Code, UIC To, and Excess Available Date
	b. Stock Number/Serial Number or Bar Code, HRH Number of the Gaining UIC, and Disposition Code
	c. Bar Code, Excess Availability Date, and PBO Remarks
	d. PBO Remarks, UIC To, Stock Number and Bar Code
	6. The only Inventory Type that is available to the Hand Receipt Holder and the only action that the Hand Receipt Holder can select when generating a Hand Receipt Report is:

	a. Location and Initialize and Generate Report
	b. HRH and Generate Report
	c. Location and Generate Report
	d. HRH and Initialize Inventory
	7. When conducting a Transfer-In Of An Asset action, once a record is chosen, the record’s UIC, HRH Nbr To and QTY fields will be displayed and disabled. The user will then have to enter an:

	a. Authorization Control Number (if your organization uses Authorizations), Office and Location
	b. UIC, HRH To Number and location
	c. Office and Location, UIC To, and HRH To Number
	d. Authorization Control Number, Office, Document Number, and sub-location
	8. Once a transfer action is processed using the Hand Receipt Holder Module, the request will be avail able to the Approving Officer for approval/disapproval as seen in the:

	a. Authorization Module
	b. Document Register Module
	c. Hand Receipt Holder Module
	d. Hand Receipt Module
	9. Since only asset location and asset responsibility can be changed in the Hand Receipt Holder Module, other changes such as price adjustments, stock number/bar code changes, as well as adding or removing items from the property book are per...

	a. Catalog Module
	b. Authorization Module
	c. Hand Receipt Module (Property Book)
	d. Catalog Module and Authorization Module
	10. In order for Major/Sub Hand Receipt Holders to perform transfers, the Property Book Officer must:

	a. Have access to the Major/Sub Hand Receipt Holder’s Hand Receipt
	b. Obtain permission from the Major/Sub Hand Receipt Holder’s supervisor
	c. Provide the Major/Sub Hand Receipt Holder with a letter of authorization
	d. Grant HRH Transfer Authority to the Major/Sub Hand Receipt Holder in the hand Receipt Mod ule


