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Inventory Retention Update

Inventory Retention Update

MODULE: Utilities

INTRODUCTION

This process provides the capability to designate the number of days that an inventory will be
retained in DPAS. The date will default to 30 days, but may be set as low as 1 day and as high as
1095 days (3 years). After such time, DPAS will purge the inventory(ies) greater than the number of
days you set. This process is used for both manual and automated inventory procedures.

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 UIC from the program list.

UTILITIES
Utilities

Batch Transaction Review

Master Tahle Maink Report/Form Message
S R TransFer Cd
ar ctions E—
Prirk R L
elapons Doc MNbr Range
Inquiries b Address Cir
" Lacation
= Site Cd
PBIC
Fund Cdfappn
IMaint Group Cd
Mainkt Svs Cross-Ref

x|

2l

ok | cear | Exit |

CH 2
1 October 2004

STEP 1:

a. UIC: Enter or browse for the UIC you are changing.

b. Click OK.

169



Inventory Retention Update

STEP 2:

Once you enter the UIC for which you are updating the inventory retention, UIC information will be
displayed on the following screen:

s UIC Add/Change/Delete =10f x|
 Click Next Page. [l -
~KeyData———— UIC Status Authn Tracking Unique ltem Tracking—
uIC: * Active  Yes * Yes
Actbl UIC: " Inactive #/ No  No
Activity Name:l
Activity Cd: Sveg Activity Cd: I I Bar Cd Mandatory
Office Name: | Installation Cd:
Armed Svc Cd:| ~|  DoDAAC:
Process Id: I j Major Cmd Cd: l_
~System Interfaces
Acct Sys Cd:l j Excess Sys Cd:l j
RP Sys Cd: | =] Sply Sys cd: | |
Page 1 of 2 Next Page | Delete | Change | Cancel Exit |
w#UIC Add/Change/Delete 8 [u]| _):| STE P 3 :
AT -
ity a. Retain Closed Inv for: This is used to tell
Retain Closed v for [5330 2] Days DPAS how long to keep past inventories on
the system. The date will be defaulted to 30

days but you can set it as high as 1095 days
(or 3 years).

i Cyelic | tory Data
[~ Update Cyclic Inv Data

Generate Cyclic Inventory By b_ CI|Ck Add_
© HRH
C e The Cyclic Inventory Data will be discussed later.

Inv Period Start Dt: M
Months in Inv Period =
Inventories in Inv Period: :II

Last Cmplid Inv Nbr: :II

A el

5

t

Page 2 of 2 Prev. Page | Delete Change Cancel Exit

CH?2 170
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Forecast HRH Inventories

Forecast HRH Inventories

INTRODUCTION

This process produces a forecast listing report of all hand receipt holders for a specific UIC or
Accountable UIC scheduled for inventory within a desired time frame (01-99 days) from the date of
request. Also, if desired can create batch transactions for each Hand Receipt within the desired time
frame, which will create a Hand Receipt report and/or initialize assets to an inventory.

PREREQUISITES
None
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 Forecast HRH Inventories from the program list.

Hand
Receipt

End Item Actions 3
Componenk Actions 3
Bar CdfSer Mbr Change

HRH Pending Turn-IniTransfer
Database/UIC Transfer Actions  *
MFfr key Change

Bulk Asset Price Adjuskment

Mass Changes 3

MajfSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOPBILIAAL Inventory

Excess Actions 3

Irwentory Actions Generate Inventories

Inkerfaces 5 Manage Invenkories
Update Inventary Data

Repoarts Forecast HRH Inventaries

Inquiries

PDCD Manager

Help Print Bar Cd Labels
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Forecast HRH Inventories

Forecast HRH Inventories

Forecast Period (01-99] [00°

~UIC Options Additional Actions
&+ Selective " None
Al  Initialize HRH Inventories
" Initialize and Create HRH Reports
[~ Expanded Report
~Sort 8
 Bar Code
vl —I " Location

 Nomenclature

LN
" Stock Nbr
Info | Submit | Clear Exit

€.

f.

)

Ny

NOTE:

STEP 1:

UIC Options:

If you want to request all hand receipt holders for a
specific UIC, select Selective (this is the default).

If you want to request all hand receipt holders under
the Accountable UIC, select All.

Additional Actions:

None: This is the default. By accepting this default,
no other additional actions occur.

Initialize HRH Inventories: Select this option if
you want to request a batch transaction to initialize
inventories for each Hand Receipt Holder appearing
on the Forecast Report.

Initialize and Create HRH Inventories: Select
this option to request a batch transaction to initialize
and create inventory reports for each Hand Receipt
Holder appearing on the Forecast Report.

> Checking the Expanded Report checkbox identifies that the HRH or Cyclic by HRH reports will

be created in the expanded format. This expanded inquiry retrieves expanded description
information from the Expanded Description Table for a requested stock number.

able UIC.

UIC: Enter or browse for a specific UIC or leave blank to list all Hand Receipt Holders for the Account-

Forecast Period (00-99): The number of days entered is added to the system date to create a

report date. The valid Hand Receipt Holder records whose inventory due dates are less than or equal
to the report date and is greater than or equal to the system date will be listed on the report.

Click Submit.

Sort Sequence: Select the sequence you want your report to sort. This in only available if you
selected Initialize and Create HRH Reports.

To view this report, you will need to click Exit and then you can either click on File>Print Reports or
click on Hand Receipt>Reports>Print.
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Updating The Scheduled Inventory Completion Date

Updating The Scheduled Inventory Completion Date

INTRODUCTION
This process allows the user the opportunity to update the scheduled completion date of the inven-

tory. If a manager sees that the inventory is not going to be done when it was initially scheduled to
be completed this process would be generated.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to updating the
scheduled inventory completion date as part of the managing inventory process.

PREREQUISITES

0 Hardware/software has been procured
0 Inventory date has been selected

APPLICATION

Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Updating The Scheduled Inventory Completion Date

3. Select Manage Inventories from the program list.

Hand
Receipt

End Item &ctions 3
Component Actions ]
Bar CdfSer Mbr Change

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

Bulk Asset Price Adjustment

Mass Changes 3

Maj/Sub Hand Receipt Holder

Warranky!SvcfLoan/Lease

SKCJBILAAT Inventory

Excess Actions 3

Generate Invenkories

Manage In

Interfaces » -

Update Inventory Data
Reparts » Forecast HRH Inventories
Inguiri 3
e PO Manager
Help Prink Bar Cd Labels

STEP 1:

2

rInv Type
* Al
< HRH
© Authorization
" Sensitive
" Cryptographic
© Location

 Cyclic

~Options

Sched Cmplt Dt ¥] =

uic: |—J

HRHMNor: [ [ J

Inv List Nbr: |7J

Loc: | J

ok | clear | Bdit |

STEP 2:

a. Highlight the inventory to which you are updating

the scheduled inventory completion date.
b. Click on the Upd Sch Cplt Dt button.

Inv Process Cd:l j ° CI|Ck QK.

2

~Sel Criteria

uic: Inv List Nbr:

HRH Nbr: Inv Type Cd:  ALL

Sched Cmplt Dt: Inv Process Cd: *

07157Uali2AnB0B0  Loi2An 20026717
01  82175WB02AABOBT  WBUZAR  WOUZAA AU 20628626 U e G 01
01  02217W0U2ARGO61 WEUZAR  WOU2AR AU 20026819 Gnr Inv List
CN  0221BACTBL10065 ACTBL1 L0 20020820 -
01  02218W0UZAABOBT  WEUZAR AU 20026820 View Unrcl
01  82218WOU2AABOBZ  WEU2AA  HARK HR 208626830 G Rel List |
0D 02220W0U2AAGO61 WOUZAR  HARK AU 20020822 —_—
01  02220W0U20A0002 WOUZAR  WOU2AA AU 20020822 Close Inv
01  02220W0U2AABOB3 WOUZAA  HARK AU 20026822
0D 82220WBU2AABOBL  WBU2AA  WOU2AA AU 20626822 (e
01  02220W0U2AAG005 WOUZAR L0 20020822 Delete Inv
01  02221W0U2ARGOGT  WEUZAR  WOU2AR AU 20020823
CH  0223200U20AB061  WOUZAR Ay 20828903 7|
Befresh | Cancel | Exit
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Updating The Scheduled Inventory Completion Date

Update Sched Cmplt Dt
2|
. Selection Criteria
uIcC: Inv List Nbr:
HRH Nbr: Inv Typ Cd:
Sched Cplt Dt Inv Process Cd:
Sched Cmplt Dt |
Save | Cancel Exit

STEP 3:

a. Sched Cmplt Dt: The current scheduled com-
pletion date is displayed and highlighted. Enter
the new date.

b. Click Save.

You are returned to the Manage Inventories screen.
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Generating An Inventory List

Generating An Inventory List

INTRODUCTION
This is another opportunity for another hand receipt report to be reprinted. This might be necessary
because changes might take place on a hand receipt after the inventory has been ordered; for exam-
ple item(s) may have been changed or deleted from the property book. The user can resubmit the

inventory report. Assets that are newly added will not be affected until the inventory is next initial-
ized.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to generating
an inventory list when needed.

PREREQUISITES

0 Hardware/software has been procured
0 Inventory has been completed

APPLICATION

Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Generating An Inventory List

3. Select Manage Inventories from the program list.

STEP 1:

Hand
Receipt
End Item Actions 3
Component Actions 4
Bar CdfSer Nbr Change
HRH Pending Turn-IniTransfer
Database{UIC Transfer Actions ¥
Mfr ey Change
Bulk Asset Price Adjustment
Mass Changes 3
Maj/Sub Hand R eceipt Holder
Warranty Sve/LoanLease
SKCBILAAT Invenkory
Excess Actions 4
Generate Inventories
Interf 5 Manage Inventories
ertaces Ipdate Inventory Data
Feports b Farecast HRH Inventaries
Inquiri 3
WIS PDCD Manager
Help Prink Bar Cd Labels
~Inv Type ~Options Al
Al Inv Process Cd:l j °
© HRH Sched Cmplt D[+ =
- Authori
" Sensitive uIC: I—J
" Cryptographic HRH Nbr: _I
 Location Inv List Nbr: _I
 Cyclic Loc: | _I

ok |

Clear | - Exit |

Click OK.
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Generating An Inventory List

STEP 2:
= ]

a. Highlight the inventory(ies) for which you Selection Criteria
wish to generate an inventory list. M Inv List Nbe:
b. Click on the Gnr Inv List button. Ceted Conpt e

e T
01 62175H0UZAADDDT  WOUZAR  WOUZAA Al 20020626 Upd Sch Cplt Dt
01  ©2217WOU2AABBET  WBUZAA WOU2AA Al 20020819 Gnr Inv List
CH  ©@2218ACTBL18865 ACTBLA L0 20020828 —
01  02218WOUZAAGOOT  WBUZAA AU 20020820 View Unrcl
01  62218WOUZAABABZ UBUZAA  HARK HR 20020838 Gor Rl List
0D  ©2220WOUZAABABY  UBUZAA  HARK Al 20020822 G L
01  ©2220MOUZAABEBZ WOUZAR WOUZAA Al 20020822 Close Inv
01  ©2220WOUZAABABS UBUZAA  HARK AU 20020822 —
0D B2220W0U2AABBBY  WEU2AR  WBUZAA AU 20028822 Bancelllng
01 82220MOUZAABRBS  UAU2AA L0 208828822 Delete v
01  62221WBU2AABBBY  WBUZAR  WBU2AA Al 20020823 —
CH  82232W0UZAABABY  UAU2AA Al 20020983 ¥
Refresh | Cancel | Exit
STEP 3:
Tt G =
riten a
uic: Inv List Nbr:
HRH Nbr: I Typ Cd: a. Sort Sequence: Select the sort sequence for
Sched Cplt Dt: Inv Process Cd: your |nventory I|St|ng.
r. ’°|v_“"E"= o b. Expanded Report: Check this box if you want
ar xpanded Report . . . .
 Serial NbrLot Nbr PR the expanded version of this listing.
* Location c. Sub-Hand Receipt(s): Check this box if you
" Stock Nbi - .
e Repartfnnex —— want a separate report for each of your sub-hand
[~ Sub-Hand Receipt(s] .
LN receipt.
" Authorization d. C“ck §ubmit.
Submit E Cancel Exit |

STEP 4:
g /%7 ]2 Print Reports Button 4
You can now view the Inventory Listing. ~Selection Critefa
uIC: Inv List Nbr:
e Click on the Print Reports button. et Gmplt Dt i vpe G0 o

B3 {CFUGIZARGA0E  WBIZAA SH0Z 0717

03175WBU2AADOGT  WADZAA  UBL2AA 3002 0626 o) i (e pL
01 B82217WBUZAAABBT  WBUZAA  WBUZAA AU 2802819 Gnr Inw List
CN  B8221BACTEL1888S ACTBL1 L0 28028820 _—
01  02218WOU2ARBAG1  WOUZARA AU 28020020 View Unrcl
01 @2218WOUZARDODZ  WOUZAA  HARK HR 2020830 T GarRd List |
0D @B2220U0U2AAD0BT  WBUZAA  HARK AU 28020822 PR R
01 82220WBUZAARABZ  WBUZAA  WBUZAA AU 28020822 Close Inv
01 82220WBUZAAARB3  WBUZAA  HARK AU 2B8AZA822 —
0D  02220W0UZAABA0H WOUZAA  UBUZARA AU 28020822 (Cramael
01  B222040UZARDOBS  WBUZAA Lo  2pozo822 Deleeiny
01 @2221WGU2AADOGT  WBUZAA  UBUZAA AU 28020823 _
CH  8223200U2ARD0B1  WBUZAA au  2g0ze9ez v

Refresh I Cancel | Exit
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Generating An Inventory List

STEP 5:

Fie Help

Module: Report Type: Sort Order: Report Status: . . . . .
IHand Receipt jI.AIIp - lealefTime jl(lul:lent j a. nghllght the |nventory ||St (report) YOU _]USt gen'
Report Title [Reportio [ e [ Date [ Tme | Pages erated,

W UIT RECONCILIATION REPORT DPTSZIIR ACTELL D4/25/2002  OWE:IT09  00OOL . .

FAND RECEIPT IMUENTORY REPORT DPTKG2IR  WOL2AR  03/12/2002  QG17:24:17  DDOOL b. Click ¥|ew.
~» HINT!

. To select the inventory list you just
generated, you could also just double-click
on it to view.

- — | 4l Generating An Inventory List (Cont'd)
eportfs) available:
Yiew I Print Remote Delete | Refresh | Exit |

Below is an example of an Inventory Report:

BREPORT: DPTEOZLER DEFENSE PROPERTY ACCOUNTAEILITY SYSTEM DATE: z00:
ACTBL UIC: ACTELL HAND RECEIPT INVENTORY REPORT
UICFACTIVITY: WOUZhd 1Z3E LIN SEQUENCE INV LIST B
ACTIVITY MAME: RLSE 1l& TEST SCHED CMPI
HEH NEE: WOUZid -
HEH NM: BELEASE 1& TESTER
OFFICE NM: DPASE TRATINING PHONE NEE: 712 EE4-ZE34
LIN GNEC MNOMEN BAR CID STOCE NEER
Loc SUE LOC OFFICE LCL TUSE LET INV DT ACQ CST
FILTER,GUN DRIVE 1005000012676
BUILDING EZ5 DFAS E00Z0TE3 1z1.80
FILTER,GUN DRIVE 1005000012676
BUILDING EZ5 DFAS E00Z0TE3 1l,311.80
FILTER,GUN DRIVE 1005000012676
BUILDING Z0 DFAS E00Z07Z24 1z1.80
0097k CRYPTO DEVICE, TELEPHONE, STU ITI E12000N0I009E7
LoD ELDG 3 DFAS E00Z0GED £,345.00
Kl I 1
teady [Pg: 1of 1 [150%%, HUM |
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Viewing Unreconciled Items

Viewing Unreconciled Items

INTRODUCTION
This allows you to view unreconciled items once the records have been inventoried and uploaded
back into DPAS. You will be able to double-click on the items listed and jump directly into the process
to update the record. You will also be able to multi-choose like items and update them all at once if
you choose.

This process may also be used for manual inventories. It will display all inventory items and will allow
you to make corrections (such as location changes).

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to viewing
unreconciled items as part of the managing inventory process.

PREREQUISITES

0 Hardware/software has been procured
0 Inventory has been completed and data has been inputted/uploaded into DPAS

APPLICATION

Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Viewing Unreconciled Items

3. Select Manage Inventories from the program list.

Hand
Receipt
End Item Actions ]
Cormponent Actions 3
Bar dfSer Mbr Change
HRH Fending Turn-InTransfer
Databasefl I Transfer Ackions  #
MFr Kew Change
Bulk, Asset Price Adjustment
Mass Changes »
Majf3ub Hand Receipt Holder
WarrantywiSvec/Loan/Lease
SKOJBIL/AAL Inventory
Excess Actions 4
Generate Inventories
Interf N Manage I
rertanes IUpdate Invenkory Data
Reports ] Forecast HRH Inventories
Inquiri 3
i PDCD Manager
Help Print Bar Cd Labels
STEP 1:
1 i 2l
~Inv Type ~0p

Al Inv Process Cd:l j ° CI|Ck QK_

€ HRH Sched cmphtDt| =] =

" Authorization

© Sensitive uic: l—_l

" Cryptographic HRH Nbr: I—I—_I

¢ Location Inv List Nbr: Ii_l
|

£ Cyclic Loc:

ok | clear | CExit |

STEP 2:
SE =
a. Highlight the inventory(ies) for which you wish to  -setection citeria
- - . uIc: Inv List Nbr:
view unreconciled items. HEH Nbr: e T
b. Click on the View Uncrl button. St Gy 0 6 e Pt @ @
02157 UUZARB00E HBZAA JH028717 ]
oI 82175W8U2AABBA1  WBU2AA WBU2AR Al 28828626 Upd Sch Cplt Dt
01  62217W0U20A0001 WOU2AR  WOU2AA AU 20020819 Gnr Inv List
CN  B2218ACTBL10005 ACTBL1 L0 20020820 _—
0I  82218WOUZAABEB1  WBUZAR AU 20028820 View Unrcl
01  B221840U2AANGB2  WBUZAA HARK HR 28020830 T G el List |
0D 6222040U20A0001 WOUZAA HARK AU 20020822 || i st
oI 82228WAU2AABBA2  WBU2AA  WBU2AR Al 208828822 Close Inv
oI 82220WAU2AABAEA3  WBU2AR  MARK Al 208828822 T e |
0D 02220M0U2AN000% WOUZAR  HOU2AA AU 20020822 el
01  B222040U2AA0005 WBUZAA L0 20020822 o
oI 82221W8U2AABERT  WBU2AA WBU2AR Al 208828823 —_—
CN_ B2232U0U2AAN001  UBUZAA AUl 2p020963 7|
Refresh | Cancel | Exit
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Viewing Unreconciled Items

Key Data STEP 3:
~Selection 4
BarCdi [ | a. Bar Cd:
by Asset sockNo: [ | process.
| Bulk Aoset Serial Nbr: | 2 b.
@ I List Nbr Inv List Nbr: | = process.
Inv Except Cd:| El

process.

0K | Clear |

Exit

displayed.

e. Inv Except Cd: Select the appropriate Inventory Exception Code.

Inventory Exception Codes

This field is not accessible for this
Stock Nbr: This field is not accessible for this
c. Serial Nbr: This field is not accessible for this

d. Inv List Nbr: The inventory for which you
are viewing the unreconciled items for will be

oD Overage asset not on DPAS] SQ | Shortage Quantity

ON Overage Non labeled asset SR Shortage Radio Frequency
ou Overage Uninitialized asset TF Transfer Failed

SL Shortage Location error TS Transfer Sub HRH

SM Shortage Missed asset

STEP 4:

a. Select the asset from the list that is displayed

in this window.
b. Click OK.

Unreconciled Assets

b b

Key Data
’V Inwv List Nbr:

Stock Nbr Serial Nbr

[ o |

Bar Cd Susp Loss Inv Except Cd

N

Cancel
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Viewing Unreconciled Items

STEP 5:
I ﬂ
a. Information about the asset you selected will
Inv List Nbr: R
o e be displayed.
Serial Nbr: Except Cd: .
— b. Suspected Loss Cd: Use this code to flag
an asset as a suspected loss, report of survey,
o i o or an internal investigation.
Loc: Inv Loc: _I
Sub Loc: Inv Sub Loc: |
RFID Tag: Inv RFID Tag: | Suspected Loss Codes
Last Rel Dt: Last Iny Dt: @
Rel User Id: Inv User Id: I Internal Investigation. This flags assets that are
W ‘ under an internal investigation.
Resolution Cd: | ] R | Report of Survey. This flags assets that are to be
B ol Ext | deleted from the database as a report of survey.

STEP 6:

You are returned to the selection window (if
any existed) to select the next item.

a. Select the next item from the list, if appli-

cable.

b. Click OK.

C. Repeat STEP 5 for each of the remaining
items.

2|
Key Data
’7 Inv List Nbr: ‘
Stock Nbr Serial Nbr Bar Cd Susp Loss Inv Except Cd
|
0K I Cancel

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.

183



Viewing Unreconciled Items

| STEP 7:

This imventary sk number conkains no exceptions, Inventary istings wil be marked (R - Closed Reconcled,

When you have no more items to reconcile, you
will receive this message.

a. Click OK.
. . . X
The following message is displayed: X
b. Click OK \“l 2 All exceptions For this Inv List Nbr have been cleared and this inventory is closed.

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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Generating A Reconciliation Report

Generating A Reconciliation Report

O\T\“7\ NOTE:
N\ This is only applicable for Automated inventories.

N\ \\//

INTRODUCTION
This allows you to view items that were reconciled during the inventory process, lists a summary of

your inventory, displays overages/shortages, items that were flagged as a suspected loss, transferred
to a sub-HRH, relocated items, and any resolved exceptions.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to generating a
reconciliation report as part of the managing inventory process.

PREREQUISITES

0 Hardware/software has been procured
0 Inventory has been completed and data has been uploaded into DPAS

APPLICATION
Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Generating A Reconciliation Report

3. Select Manage Inventories from the program list.

Hand
Receipt
End Item Actions »
Component Ackions ]
Bar CdfSer Mbr Change
HRH Pending Turn-In Transfer
Database/UIC Transfer Actions »
MFr Kew Change
Bulk Asset Price Adjustrment
Mass Changes k
Maj/3ub Hand Receipt Holder
Warranty/Svec/Loan/Lease
SEO[BIIfAAL Inventory:
Excess Actions 3
Inventory 5 Generate Inventaries
Interf N Manage Inve
fhertaces Lpdate Inventary Data
Reports 3 Farecast HRH Inventories
L 5
Inquiries PDCD Manager
Help Print Bar Cd Labels
STEP 1:
?
v Type ~ Options El
“ Al Inv Process Cd:l j L Click QK-
" HRH Sched CmplitDt:[ || =

" Sensitive

" Location

" Cyclic

 Authorization

" Cryptographic HRH Nbr: I I _I

uiC: |—_|

Inv List Nbr: |—_|
Loc: I _I

oK |  clear | CExit |
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Generating A Reconciliation Report

STEP 2:

a. Highlight the inventory(ies) for which you wish to
generate the reconciliation list. These inventories
will have an Inv Prc Cd of OU.

b. Click om the Gnr Rcl Rpt button.

~ Selection Criteria

uIC: Inv List Nbr:

HRH Nbr: Inv Type Cd:  ALL

Sched Cmplt Dt Inv Process Cd: *
i Wol2aR 20020717 |

01  02175WBUZAAGO01T WOUZAR  WBUZAA Al 20020626 Wl i (i
01  02217UBUZAAGEO1 WOU2AR  WBUZAA AU 20020819 Gnr Inv List
CH  02218ACTBL10805 AGTBL1 Lo 20020820 —_—
01  02218WBUZAAGEOT  WOU2AA AU 20020820 View Unrcl

01  02218WBUZAAGE02 WOU2AR  HARK HR 20020830 GrrECTINED
0D  ©2220WBUZAAGEO1 WOU2AR  MARK AU 20020822 - - |
01  02220WOUZAAGE02Z WOU2AR  WOUZAR AU 20020822 Close Inv

01  02220WOUZAAGE03 WOU2AR  MARK AU 20020822 I Gl |
0D  ©2220WOUZAAGEON WOUZAR  WOUZAR AU 20020822 ancel fnv

01  02220WBUZAAGEOS WOUZAR L0 20020822 Delete Inv

01  02221WEUZAAGEOT WOUZAR  WOUZAR AU 20020823 _—
CH  62232U6U2AABB01  WOU2AR AU 20020908 |v|

Refresh | Cancel | Exit

STEP 3:
Generate Reconciliation Listing =] u
2l

~Selection Criteria
uIc: i st b a. Sort Sequence: Select how you want your rec-
HRH Nr: I onciliation report to be sorted.
ST PR fnv Process £ b. Print Options: Select any of the desired
~Sort Sequenc Print Options options that are applicable to you.
& Bar Cd [ Include All Inventoried Assets
Include All Inventoried Check this box if you want to
[submit | cancel Exit Assets include all inventoried assets

on the report.

Include Relocated Assets | Check this box if you want to

include the relocated assets
on the report.

c. Click Submit.

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

You will be returned to the Key Data screen.

e. Click Exit.
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Generating A Reconciliation Report

Click on the %

icon.

Highlight the HAND RECEIPT INVENTORY RECONCILIATION REPORT.

v Reports Menu for Userid: train05
File Help
Module: Report Type: Sort Order: Report Status:
Hand Receipt j IAII j IDate.l'TimB j ICurrenl j
Report Title Report ID__ | LIC | Date | Time [[Pages
] DPTDZEIR  WOD750 10j11f2002  10:25:04:76 00002
4 | I+
Report(s] available: 3
View I Print Remote Delete | BRefresh | Exit |
3. Click View.
The following is an example of the Reconciliation listing:
Part I - displays a summary of your inventory.
£ EUREKA:Repotter Yiewer - [CRNTRPTS] [_[=]x]
BB Fie Edt View Toos window Help =18l

EH| GREm |

TR AN A

REPORT: DETDZELR
ACTEL UIC: DPAZDL
UIC/ACTIVITY: NOO750 GFOL
ACTIVITY NAME: HNAVSUB SCHOOL GROTON-TRAINOS
HEH NER: N780

PART I - SUMMAET

DEFENSE PROPERTY ACCOUNTABILITY SYSTEM
HAND RECEIPT INVENTORY RECONCILIATION REPORT

DATE: 20021011

INV LIST NER:
SCHED CHPLT DT

END ITEM COMPONENT TOTAL
0TY 0Ty Ty

OWERAGES (PART II) ooooo ooooo 000000

SHORTAGES (PART III} oooo3 ooooo 0onoonz

SUSPECTED LOSS UPDATEE (PART IV) ooooo ooooo 000000

SUB HEH TRANSFERS PROCESSED (PART W) ooooo ooooo 000000

SUE HEH TRANSFERS FAILED (PART V) ooooo ooooo oooooo

RELOCATED ASSETS (PART VI) 0000l 00000 000001

RECONCILED ASSETS (PART VII) oooLz ooooz 0oooL4

RESOLVED EXCEPTIONS (PART WIII) 00000 00000 000000
K| | _»IJ
Ready [Pg: 10f 1 [om |
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Generating A Reconciliation Report

Part II - displays any overages that you may have had.

£% EUREKA:Reporter er - [CRNTRPTS] [_Fx]
(& Ble Edit Wiew Iools MWindow Help =& x|

ZH Sam|K
Harnpaa koo

PART II - OVERACES

N0 RECORDS

) | _’ILI

Ready [Pa: 1af 1 [ om |

Part III - displays any shortages that you may have had.

£ EUREKA:Reporter er - [CRNTRPTS] MEE |
(2, Bie Edt Wew Iools MWindow Help NEE

===
WarHprac |k ammeE

PART IIT - SHORTAGES J
CIIC
EBAR CD STE NER SER NER NOMEN 1Im CIIC OTH SPC WFN DESCRD
Loc SUB LOC RCL DT uIC HEH NER BULK QTY SUS LOSS !
INV LOC INV BUB LOC INV DT INV UIC 1INV HRH NER INV OTY INP TYP INV
EXCEPT CD EXCEPT DESCRIPTION
0078008002 70ZE01N000433 23-010-010 HANDHELD COMPUTER Wesg3zz U
UHASSIGHED 20010414 NOO7EQD H750 anaoa
20010414 NOO7EQD H750 o000 1 a
.4 SHORTAGE MISSED ASSET
0075012301 Z3Z000LEADOOS VF-001-0005 LEA-TRUCES/TRACTORS u
UNASSIGHED 20010508 NOO750 H750 oooog
20010508 NOO750 H750 ooool o
2 SHORTAGE MISSED ASSET
EULKI80036 £760014442033 LENE, CAMERA u
ELDG 23 20010408 NOO7E0 N750 onooe
ELDF 145 20010408 NOO7E0 N750 opoog o
.4 SHORTAGE MISSED ASSET
[ | _’IJ
Ready [Pa: 1of 1 [ oM |
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Generating A Reconciliation Report

Part IV - displays any items that may be flagged as a suspected loss.

£ EUREKA:Reporter Yiewer - [CRNTRPTS] [_[=]x]
&, Fle Edt Yiew Took indow Help

=8|
S SRa W
KarH M[ea|r o]
[ |
PART IV - SUSPECTED LOSS UPDATES
N0 RECORDS
| | _’l_I
Ready [Paiiof L [ [

Part V - displays any items that may have been transferred to a sub-HRH.

£5 EUREKA:Reporter Yiewer - [CRNTRPTS] [_[5]x]
(2, e Edt Yiew Iook Window Help NEIES
EH ERa(W

RN AET T

REPORT: DPTDZELR DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: Z00Z1011
ACTEL UIC: DPASOL HAND RECEIPT INVENTORY RECONCILIATION REPORT
UIC/ACTIVITY: MOO7850 GFOL INY LIST MER:
ACTIVITY NAME: MNAVEUE SCHOOL GROTON-TRAINOE SCHED CMPLT DT
HRH NBR: N750
PART V - SUE HPH NER TRANSFERS
N0 RECORDS
K| | _’I_I
Ready

[Pa:zofz [ m |

193



Generating A Reconciliation Report

Part VI - displays any items that have been relocated (this section is an optional section and is only
output at the user’s request).

£ EUREKA:Reporter Yiewer - [(RNTRPTS] HEE|
&, Fie Edt Yew Toos Window Help

JRETET
EH s@a|w
M veae|poameE

=

DATE: 20021011

REPORT: DPTDZ8LR
ACTEL UIC: DPASOL
UIC/ACTIVITY: NOO780 GFOL

DEFENSE PROPERTY ACCOUNTAEILITY STSTEM
HAND RECEIPT INVENTORY RECONCILIATION REPORT

INV LIST HER:
ACTIVITY NAME: NAVSUE SCHOOL GROTON-TRAINOS

SCHED CMPLT DT
HEH NER: N750

PART VI - RELOCATED ASSETS

OPTIONAL SECTION NOT REQUESTED

K | _’IJ
Ready

Pa:2cf2 [ oM |

Part VII - displays all reconciled assets (this section is an optional section and is only output at the user’s
request).

£ EUREKA:Reporter Viewer - [CRNTRPTS] =[]
(B, Fle Edt Yiew Toos Window Help

~L8lx]
IR
MerW(mwaa RoomE

|

DATE: 20021011

REPORT: DPTDZSLR

ACTBL UIC: DRASOL
UIC/ACTIVITY: NOO7S0 GFOL INV LIST NER:
ACTIVITY NAME: HNAVSUE SCHOOL GROTON-TRAINOS SCHED CMPLT DT
HPH NBR: N750

DEFENSE PROPERTY ACCOUNTABILITY SYSTEMN
HAND RECEIPT INVENTORY RECOMCILIATION REPORT

PART VII - RECONCILED ASSETS

OPTIONAL SECTIDN NOT REQUESTED

L | _'l_I
Ready

[Pa:zof 2 [ nom I
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Generating A Reconciliation Report

Part VIII - displays all resolved exceptions.

& EUREKAReporter Viewer - [CRNTRPTS]

[_[5]x]
B Fle Edit Yiew Took Window Help =12l
EH SRo| W
HarHpwaa |k osBE|
PART VIIT - RESOLVED EXCEPTIONS ;I

ASSET HOT ON DPAS

BAR CD HOMEN/DESC STR NER
RESOLUTION

SER NER

00027717

ADDED TO DPAS UNDER DPAS UNDEL PROPER HEH/SUE

Ready

»
[Pa:2oF3 [ oM |
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Canceling Inventories

Canceling Inventories

INTRODUCTION
If you cancel an inventory, this means the inventory was initialized for some reason but you did not
really want to inventory these items, a mistake was made, or the person you generated the inventory
for is on leave, TDY, etc. When cancelled is chosen all records are removed and untagged. No his-
tory records are written for this action; it is like the action did not take place.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to canceling an
inventory as part of the managing inventory process.

PREREQUISITES

0 Hardware/software has been procured
0 An inventory had been scheduled

APPLICATION

Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Canceling Inventories

3. Select Manage Inventories from the program list.

STEP 1:

Hand
Receipt
End Item Actions »
Component Ackions ]
Bar CdfSer Mbr Change
HRH Pending Turn-In Transfer
Database/UIC Transfer Actions »
MFr Kew Change
Bulk Asset Price Adjustrment
Mass Changes k
Maj/3ub Hand Receipt Holder
Warranty/Svec/Loan/Lease
SEO[BIIfAAL Inventory:
Excess Actions 3
Inventory Generate Inventaries
Interf N Manage Inve
fhertaces Lpdate Inventary Data
Reports 3 Farecast HRH Inventories
L 5
Inquiries PDCD Manager
Help Print Bar Cd Labels
Key Data
~Inv Type ~Options A
& All Inv Process Cd:l j °
C HRH Sched Cmptt D[ =] | B

" Authorization
" Sensitive
" Cryptographic
" Location

" Cyclic

uIc: |—_|
HRH Nbr: |—|—_|

Iy List Nbr: |—J

Loc: I

—

ok | Clear | Exit |

Click OK.
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Canceling Inventories

STEP 2:
a. Highlight the inventory(ies) you wish to
cancel. Inv List Nbr:
b. Click on the Cancel Inv button. HRH Nbr: Inv Type Cd: ~ ALL
Sched Cmplt Dt Inv Process Cd: =

B2157WBlZAR00En  Wau2aa 20020717 ]

02175WOU2AAD06T  WOU2AA  WOUZAA 20020626 Upd Sch Cplt Dt
DI B2217YBU2AAGRGT  WOU2AA  WBU2AA AU 20028819 Gnr Inv List
CN  B2218ACTEL10885 ACTBL1 L0 208028820 _
DI B2218YBU2AARGRGT  WOU2AA AU 20028820 View Unrcl
DI B2218WBU2ARGOG2 WBU2AA  MARK HR 20028830 Gnr Rel List
DD B2220WBU2AARGOGT WBU2AA  HARK AU 20028822 || =nrmE et |
DI B2220YBU2AAGAG2  WAU2AA  WOU2AA AU 20028822 Close Inv
DI B2220WBU2AARGOG3 WBU2AA  HARK AU 20028822 —
0D A2220WBUZAABOBY WOU2AA  WBUZAA AU 20020822 Cancel Inv
D1 B2220WBU2AABRBS WAU2AA L0 206028822 Delete Inv
DI B2221WBU2AABRBT  WAU2AA  WBUZAA AU 20028823 _
CH  B2232WBU2AAGRE1  WAU2AA Al 20028983 |7/

Refresh | Cancel | Exit

Cancel Inventories ﬂ STEP 3:

9 The selected inventories will be cancelled, The blext Inv Due Dt for these inventories will not be reset, Should you

e wish ko reset this date, use the MajiSub Hand Receipt Holder process ta perfarm this action. Da you wart ta o If you want to Continue, click les; other-
tinue? . . .
S wise, click No to cancel this process.
Ho |

If you clicked Yes, then the transaction will process and the selected inventory(ies) will be cancelled and
the Inventory List Number is removed from the asset records.
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Deleting Inventories

Deleting Inventories

INTRODUCTION

This will delete the inventory data from the inventory table. A history record will be written for this
action.

You can also auto-delete. This is set up on the second page of the UIC Add/Change/Delete screen.
Simply enter the number of days you want to retain inventories in the Inventory Retention data ele-
ment field. The date will be defaulted to 30 days but you can set it as low as 1 day or as high as 1095
days (or 3 years).

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to closing an
inventory as part of the managing inventory process.

PREREQUISITES

0 Hardware/software has been procured
0 Aninventory had been conducted and data has been uploaded into DPAS

APPLICATION

Accomplish process as part of inventory actions/managing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Deleting Inventories

3. Select Manage Inventories from the program list.

STEP 1:

Hand
Receipt
End Item Actions »
Component Ackions ]
Bar CdfSer Mbr Change
HRH Pending Turn-In Transfer
Database/UIC Transfer Actions »
MFr Kew Change
Bulk Asset Price Adjustrment
Mass Changes k
Maj/3ub Hand Receipt Holder
Warranty/Svec/Loan/Lease
SEO[BIIfAAL Inventory:
Excess Actions 3
Inventory Generate Inventaries
Interf N Manage Inve
fhertaces Lpdate Inventary Data
Reports 3 Farecast HRH Inventories
L 5
Inquiries PDCD Manager
Help Print Bar Cd Labels
Key Data
~Inv Type ~Options 2l
= All Inv Process Cd: | =l i
 HRH Sched CmpitDt:| =[] B

 Authorization
" Sensitive
" Cryptographic
" Location

" Cyclic

uic:
HRH Nbr:

Loc:

—
—

Inv List Nbr: |—_|

—

Clear | - Exit |

Click OK.
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Deleting Inventories

STEP 2:

a. Highlight the inventory you wish to delete.
b. Click on the Delete Inv button.

Delete Inventories 5]

@ fire you sure you want o delete the selected inventories?

ko |

P AEET: -
 Selection Criteria

uIc: Inv List Nbr:

HRH Nbr: Inv Type Cd: ALL

Sched Cmplt Dt:

Inv Process Cd: *

o1 82175WaU2AAB061
o1 82217WaUZAABOG1
CH 82218ACTEL1080885
01 82218WOU2RAB0G1
o1 82218WBUZANB0OG2
ap 8222 6WAUZAABOG1
o1 82228WBU2AABOG2
01 822260WOU2AAB003
oD 82226W0U2ZAAB00Y
o1 8222 6WAUZAABOGS
o1 82221WBU2AABOG1
CH 82232WEU2RAB001

— T

wauzan
wauzan
ACTBLA
wauzan
wauzan
wauzan
wau2nn
wauzaa
wauzan
wauzan
wau2nn
wau2nA

weuzan
weuzan

HARK
HARK
uau2an
HMARK
weuzan

uau2an

G11) 20028626
Al 206268819
Lo 28828828
G11) 20020820
HR 20026830
Al 200628822
Al 28028822
Al 20028822
G11) 2006268822
Lo 200628822
Al 28028823
Al 20028903

Refresh |

S g

=

Cancel

Upd Sch Cplt Dt

Gnr Hell st

Gnr Inv List

View Unrcl

Close Inv

Cancel Inv

Delete Iny

Exit

STEP 3:

If you want to delete the selected inventory(ies), click
Yes; otherwise, click No to cancel this process.

If you clicked Yes, then the transaction will process and the selected inventory(ies) will be deleted from

the Inventory Table.
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Update Inventory Records

Update Inventory Records

INTRODUCTION

This process may be used to update inventory data on an asset or reconcile an exception. It may be
used to:

0 Update inventory data on an asset that is not being inventoried

0 Update inventory data on an asset that is on an inventory but has not yet gone through or will
not go through the automated reconciliation process

0 Update inventory data for multiple assets that are on an inventory but have not yet gone
through or will not go through the automated reconciliation process

0 An asset(s) can be marked as a suspected loss

0 Reconcile an individual exception created while inventory was processing through the
automated reconciliation process

0 Reconcile multiple exceptions created while inventory was processing through the automated
reconciliation process. Exception types must be the same to do multiple exceptions

0 An exception(s) can be marked as suspected loss

0 If an exception was corrected somewhere else in DPAS, the resolution of the exception can be
identified here

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to updating
inventory records or reconcile an exception.

PREREQUISITES

0 Hardware/software has been procured
0 Inventory has been completed and data has been uploaded into DPAS

APPLICATION

Accomplish procedure as part of the completing inventory process.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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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Update Inventory Records

3. Select Update Inventory Data from the program list.

Hand
Receipt
End Item Actions »
Component Ackions ]
Bar CdfSer Mbr Change

HRH Pending Turn-In Transfer
Database/UIC Transfer Actions »
MFr Kew Change

Bulk Asset Price Adjustrment

Mass Changes k

Maj/3ub Hand Receipt Holder

Warranty/Svec/Loan/Lease

SEO[BIIfAAL Inventory:

Excess Actions 3

Inventory Actions Generate Inventaries

Manage Inventories
Interfaces b

Lpdate Inventary Data
Reports 3 Farecast HRH Inventories
Inquiri 3
igHres PDCD Manager
Help Print Bar Cd Labels

=| STEP 1:
|
~Selection
BT @ [=] a. Make an appropriate selection.
“ by Asset Stock Nbr: | _I
I Bulk Asset Serial Nbr: | =
Inv Except Cd:l j
by Asset Select this option if you want
ok | Clear | Exit _tt?e;lquate date for a particular
item.
Bulk Asset Check this box if the item is

bulk managed.

Inv List Nbr Select this option if you want
to update data for all items
assigned to a particular
Inventory List number.

b. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code you wish to update and pro-
ceed to step g. This field will not be accessible if you selected Inv List Nbr.

c. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number you wish
to update. This field will not be accessible if you selected Inv List Nbr.

d. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number you wish to
update. This field will not be accessible if you selected Inv List Nbr.

e. Inv List Nbr: If you selected Inv List Nbr, enter or browse for the inventory list number you wish to
update.
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Update Inventory Records

f. Inv Except Cd: If you selected Inv List Nbr, select the inventory exception code you wish to update.

Inventory Exception Codes

ALL Displays all exceptions TS Transfer Sub HRH

oD Overage not on DPAS CL Change Location

ON Overage non-labeled asset Cs Change Suspected Loss

ou Overage Uninitialized asset TF Failed Sub HRH Transfer

0oQ Overage Quantity RI Reinventoried Asset

SQ Shortage Quantity RD Resolved Overage not on DPAS

SM Shortage Missed RN Resolved non labeled asset

SL Shortage Location RU Resolved Uninitialized asset

SR Shortage Radio Frequency Id Tag RF Resolved Failed Sub HRH Transfer
g. Click OK.

5 update Inventory Data ;IEI%I STEP 3:
=
e = a. Inv Loc: If you wish to update the inven-
L L tory location, enter or browse for the new
Stock Nbr: Inv Desc: |OcatIOI’l .
Nomen: b. Inv Sub Loc: If you wish to update the
Qty: voy: [ inventory sub location, enter the new sub
Loc: Inv Lo | _l location.
Sub Loc: Inv Sub Loc: | c. Inv RFID Tag: If you are updating the
AFID Tag: Inv RFID Tag: | = RFID Tag of the asset, enter the new tag
Last Alel Dt: Lastivor | B9 number. This field is only accessible with
Rel User Id: bl | using RFID technology.
d. Last Inv Dt: This displays the date the
Bl e N | item was last inventoried. Enter the date
il ede £l the item was inventoried.
= Bt || e InvUserId: This displays the user id

CH1
20 July 2004

that performed the last inventory for the
item. Enter the user id of the person who
performed the inventory.
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Update Inventory Records

f. Suspected Loss Cd: If the item is considered a suspected lost, select the appropriate code.
g. Resolution Cd: This field is only accessible if the item had an Inventory Exception Code of OU, OD,
ON, or TF.

Suspected Loss Codes Inventory Resolution Codes

N/A | If the item had previously been coded as a OU-Overage UA- Asset should have not been inventoried
suspected loss and the item was found, you Uninitialized UB - Asset Mislabeled

h the code to N/A. Asset
can change the code to N/ UC - Data Input Error. Corrected Matching
Shortage
UE - Other Resolution
S Suspected Loss — use this code to mark an | OD-Overage DA - Added to DPAS under Property HRH/Sub

individual item or multiple items within an Not in DPAS DB -

Data input error. Corrected Matchin
Inventory List as a suspected loss. NpUL €rTor. i ng

Shortage
DC - Accountability not Required for Asset in DPAS
DD - Other Resolution

I Internal Investigation — use this code to | ON-Overage NA - Added to DPAS under Proper HRH/Sub
m_arl_< an individual |te_m or multiple items Non-Labeled NB - Data Input Error. Corrected Matching
within an Inventory List that are under Asset h
investigation. Shortage
NC - Accountability not required for asset in DPAS
ND - Other Resolution
R Report of Survey — use this code to mark

an individual item or multiple items within
an Inventory List that are to be surveyed.

h. Click Save.

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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	Inventory Retention Update
	1. 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.
	a. UIC: Enter or browse for the UIC you are changing.
	b. Click OK.
	a. Retain Closed Inv for: This is used to tell DPAS how long to keep past inventories on the system. The date will be defaulted to 30 days but you can set it as high as 1095 days (or 3 years).
	b. Click Add.

	Forecast HRH 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 Forecast HRH Inventories from the program list.
	a. UIC Options:
	b. Additional Actions:
	c. UIC: Enter or browse for a specific UIC or leave blank to list all Hand Receipt Holders for the Account able UIC.
	d. Forecast Period (00-99): The number of days entered is added to the system date to create a report date. The valid Hand Receipt Holder records whose inventory due dates are less than or equal to the report date and is greater than or equal...
	e. Sort Sequence: Select the sequence you want your report to sort. This in only available if you selected Initialize and Create HRH Reports.
	f. Click Submit.

	Updating The Scheduled Inventory Completion Date
	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.
	a. Highlight the inventory to which you are updating the scheduled inventory completion date.
	b. Click on the Upd Sch Cplt Dt button.
	a. Sched Cmplt Dt: The current scheduled com pletion date is displayed and highlighted. Enter the new date.
	b. Click Save.

	Generating An Inventory List
	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.
	a. Highlight the inventory(ies) for which you wish to generate an inventory list.
	b. Click on the Gnr Inv List button.
	a. Sort Sequence: Select the sort sequence for your inventory listing.
	b. Expanded Report: Check this box if you want the expanded version of this listing.
	c. Sub-Hand Receipt(s): Check this box if you want a separate report for each of your sub-hand receipt.
	d. Click Submit.
	a. Highlight the inventory list (report) you just gen erated.
	b. Click View.

	Viewing Unreconciled Items
	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.
	a. Highlight the inventory(ies) for which you wish to view unreconciled items.
	b. Click on the View Uncrl button.
	a. Bar Cd: This field is not accessible for this process.
	b. Stock Nbr: This field is not accessible for this process.
	c. Serial Nbr: This field is not accessible for this process.
	d. Inv List Nbr: The inventory for which you are viewing the unreconciled items for will be displayed.
	e. Inv Except Cd: Select the appropriate Inventory Exception Code.
	a. Select the asset from the list that is displayed in this window.
	b. Click OK.
	a. Information about the asset you selected will be displayed.
	b. Suspected Loss Cd: Use this code to flag an asset as a suspected loss, report of survey, or an internal investigation.
	a. Select the next item from the list, if appli cable.
	b. Click OK.
	c. Repeat STEP 5 for each of the remaining items.
	a. Click OK.
	b. Click OK.
	c. Click OK.
	d. Click Exit.

	Generating A Reconciliation Report
	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.
	a. Highlight the inventory(ies) for which you wish to generate the reconciliation list. These inventories will have an Inv Prc Cd of OU.
	b. Click om the Gnr Rcl Rpt button.
	a. Sort Sequence: Select how you want your rec onciliation report to be sorted.
	b. Print Options: Select any of the desired options that are applicable to you.
	c. Click Submit.
	d. Click OK.
	e. Click Exit.

	Reviewing the Reconciliation Listing
	1. Click on the icon.
	2. Highlight the HAND RECEIPT INVENTORY RECONCILIATION REPORT.
	3. Click View.
	Canceling 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.
	a. Highlight the inventory(ies) you wish to cancel.
	b. Click on the Cancel Inv button.

	Deleting 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.
	a. Highlight the inventory you wish to delete.
	b. Click on the Delete Inv button.

	Update Inventory Records
	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.
	a. Make an appropriate selection.
	b. Bar Cd: If your Activity uses bar codes, enter or browse for the bar code you wish to update and pro ceed to step g. This field will not be accessible if you selected Inv List Nbr.
	c. Stock Nbr: If your Activity does not use bar codes, enter or browse for the stock number you wish to update. This field will not be accessible if you selected Inv List Nbr.
	d. Serial Nbr: If your Activity does not use bar codes, enter or browse for the serial number you wish to update. This field will not be accessible if you selected Inv List Nbr.
	e. Inv List Nbr: If you selected Inv List Nbr, enter or browse for the inventory list number you wish to update.
	f. Inv Except Cd: If you selected Inv List Nbr, select the inventory exception code you wish to update.
	g. Click OK.
	a. Inv Loc: If you wish to update the inven tory location, enter or browse for the new location.
	b. Inv Sub Loc: If you wish to update the inventory sub location, enter the new sub location.
	c. Inv RFID Tag: If you are updating the RFID Tag of the asset, enter the new tag number. This field is only accessible with using RFID technology.
	d. Last Inv Dt: This displays the date the item was last inventoried. Enter the date the item was inventoried.
	e. Inv User Id: This displays the user id that performed the last inventory for the item. Enter the user id of the person who performed the inventory.
	f. Suspected Loss Cd: If the item is considered a suspected lost, select the appropriate code.
	g. Resolution Cd: This field is only accessible if the item had an Inventory Exception Code of OU, OD, ON, or TF.
	h. Click Save.
	i. Click OK.
	j. Click Exit.



