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Introduction To The Catalog
Introduction To The Catalog

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

The crucial data elements that control the size and scope of the catalog are the Generic Nomenclature and 
the Nomenclature.  The level of description entered can either increase or decrease the number of Catalog 
records needed to track the assets on the Property Book.  IT Equipment is the easiest example of this.  If 
the level of description stops at the speed of a machine, such as Computer, Pentium IV, 1.5 GHz, it takes 
far fewer Catalog records to track all of the IT assets than if the level of description goes to the hard drive 
size, such as Computer, Pentium IV, 1.5 GHz, 160G hard drive.  In the first example, the 1.5 GHz Pentium 
IV’s are tracked under the same Stock Number.  In the second example, it takes several Stock Numbers to 
track the 1.5 MHz Pentium IV’s, one for every change in hard drive size.

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

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

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

There are TWO interfaces with criteria for reporting that are established on the Catalog.  The Army CBS-X/
UIT interface is controlled by the RICC and the CIIC and DoDSASP code control the DoDSASP reporting.
If the user wants to use the Maintenance and Utilization processes in DPAS, the Service Code must be set 
on the Catalog.  Once this is set, basic information can be established to allow DPAS to compare the usage 
of the asset against the benchmark.
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Introduction To The Catalog
Some Agencies/Services have developed a Catalog of assets that the entire Agency/Service is to use.  
Some of these Agencies/Services have multiple DPAS databases.  To support this structure DPAS can 
assign one database as the Master Catalog.  Then the other databases are designated as Subordinate 
Catalogs.  The Subordinate Databases cannot add records to their Catalogs.  When a record is added to 
the Master Catalog the record is also added to the Subordinate Catalogs.  The Manufacturer Name/
Manufacturer Part Number File can also be controlled in this manner.  It is up to each Agency/Service 
whether they want the Master Database to control the Manufacturer Name/Manufacturer Part Number File.  
If the file is controlled, then it works in the same manner as the process for the Catalog File.  There are 
good reasons that an Agency/Service may not want to control the Manufacturer Name/Manufacturer Part 
Number File.  One of them is that there are so many Manufacturer/Part Number combinations that it may 
be overwhelming to centrally manage all of them.
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Querying The Catalog
Querying The Catalog
MODULE:  Catalog

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

a. Highlight the Data Field to query on.
b. Click on the arrow that is pointing to the 

right, or double-click on the data field to 
move it to the right.

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

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

Wildcard Searches

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

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

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

Query Views

Card View Displays your query one record 
at a time.

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

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

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

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

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

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

There is a maximum of 10 data elements that you can select to narrow your query.
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Querying The Catalog
Card View Format

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

a. Click Next to view other stock numbers 
generated from your query.

b. Once you have located the desired stock 
number, write it down so that you have it 
readily available for later functions.

Report View Format

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

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

b. Click OK.

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

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

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

Displays system inquiry menus.

Displays everything on a particular table.

Clears any data you have entered into a window.

Exits out of the process without submitting any information for processing.

Allows you to save the inquiry as a favorite.

Report Format Tool Buttons

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

This will allow you to export to either a text file or to Microsoft Excel.

This will allow you to print your query.  If your report is over 80 characters wide, DPAS 
will display a message telling you that your report is over 80 characters wide and that 
you should change your printer to landscape mode, compressed print, or reduce the 
number of characters prior to printing.  You will have the option to continue.

This will allow you to display the next 50 records.  The window will only display about 15 
records, so use your scroll bars to scroll through the records.

This will retrieve all the records.  If you have more than 250 records, DPAS will display a 
message telling you that you are retrieving more than 250 records and that this process 
could take some time.  You will have the option to continue.

This will display the highlighted record in card view format.

This will cancel your display and return you to the previous screen.
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Querying The FED LOG
MODULE:  Catalog

INTRODUCTION

This section outlines the procedures for querying the FEDLOG table.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Inquiries from the program group.
3. Select FED LOG from the program list.
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Querying The FED LOG
STEP:

a. Select the field you want to 
query by.

b. Select the operator for your 
filter.

c. Enter your search criteria.
d. Select which format you wish to 

view your query.
e. Click OK.

HINT!
This is the only query for which it is mandatory for you to set some sort of filter.  You will NOT 
be able to come into this screen and click OK to view all records.
42



Adding A Catalog Record
Adding A Catalog Record
MODULE:  Catalog

INTRODUCTION

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

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

OBJECTIVES

None

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Catalog from the program list.
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Adding A Catalog Record
STEP 1:

• Click the browse button to search for the 
stock number either on the Catalog Table 
or on FED LOG.

STEP 2:

Catalog Group Boxes:

a. If you are searching the DPAS Catalog or the FED 
LOG Catalog, select the field you want to search by.

b. Whichever data field you selected to search by, 
enter the data you are searching for.

NOTE:
If you already know the stock number, but it is not yet on your Catalog, simply enter it in the 
field.  If your Activity interfaces to the SB 700-20, DPAS will read the SB 700-20 Table to see 
if there is a Stock Number match.  If a match exists, then DPAS will automatically populate 

the Add screen with the information from that table.  Otherwise, you will need to supply the appropriate 
information.

DPAS Catalog FED LOG Catalog

Nomen:  Will allow you to search for a particular Nomen-
clature and will allow for wildcard searches

Nomen:  Same as DPAS Catalog

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

Stock Nbr:  Will allow you to search for a particular stock 
number.

NIIN:  Will allow you to search for the National Item Identification 
Number.  This number is a seven-position number serially assigned 
to each supply item having an approved Federal Item Identification.
CH 2 44
1 October 2004



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

STEP 3:

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

a. Select the item you 
want to catalog.

b. Click OK.

STEP 4:

a. The stock number that you selected will 
be displayed in the Stock Nbr data entry 
box.

b. Click OK.

DPAS CATALOG

FEDLOG
CATALOG
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Adding A Catalog Record
STEP 5:

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

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

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

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

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

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

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

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

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

References for the appropriate codes.
l. Yr Svc Life:  Enter the shelf life of the asset.  This must be greater than 1 for all Capital assets.
m. ECC:  Enter the category of equipment.  This will be mandatory if using the Maintenance and 

Utilization Module.  You can search by either description or by specific code.  Refer to References for 
the appropriate codes.

n. ARC:  Select whether the asset is Nonexpendable, Expendable, or Durable.
o. Dmil Cd:  Select the appropriate code for instructions for removal of functional or military 

characteristics of a materiel item, if applicable to your Activity.  This field will default to an “A-Non-
Munitions List Item (MLI)- demilitarization not required”.  Refer to References for the appropriate 
codes.

ENTERING LINS IN DPAS:

There are 2 ways to enter a LIN in DPAS:

STANDARD:  First position is alphabetic, followed by 5 numbers.  This LIN is on the AMDF or the SB 
700-20.

NON-STANDARD:  Will be any combination other than the STANDARD.  For example you could have 
the first and second positions alphabetic, followed by 4 numbers or the first 5 positions are numeric 
and the last position is alphabetic.  A non-standard LIN is locally assigned.
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Adding A Catalog Record
p. CIC:  Select whether the asset is controlled by the SB 700-20.
q. RIIC:  Select the appropriate level of reporting for UIT, CBS-X, Serial Number Tracking Systems, etc., 

if applicable to your Activity.  Refer to References for the appropriate codes.
r. Ref Cd:  Select whether the asset has a Technical Manual, Supply Catalog, or Other type of manual 

for SKO/BII/AAI’s.  Refer to References for the appropriate codes.
s. IT Asset:  Check this box if the asset is IT.
t. IT Device Cd:  If the asset is IT, then this field is accessible.  You will need to identify the IT Device 

Code for the asset.

STEP 6:

The fields on this page are not mandatory 
entry fields.  However, your Activity may 
require you to input these fields for certain 
types of equipment.

a. Spcl Ctl Item Cd:  Select the 
appropriate code if the item is to have 
any special controls, if applicable to your 
Activity.  Refer to References for the 
appropriate codes.

b. Class Cd:  Select the appropriate code 
that identifies that the asset is approved 
for service, if applicable to your Activity.  
This data field is not accessible if the 
Process Id on the UIC table equals “A” and the entered Stock Nbr is on the SB 700-20.  Refer to 
References for the appropriate codes.

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

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

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

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

HINT!
If you click the browse button on the IT Device Cd, you can search for a device by either the IT 
Device Cd or by IT Device Name.
• If you accept the default for IT Device Cd, you do not have to enter the code, click OK and 

DPAS will display ALL the IT Device Codes.  You will need to scroll through the list and 
select the appropriate code.

• If you select the IT Device Name, enter the type of item (e.g., mainframe, modem, etc.).  
DPAS will display only those codes that have that particular name.  Scroll through the list 
and select the appropriate code.
CH 2 47
1 October 2004



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

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

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

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

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

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

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

n. Local Use:  This is a free field.
o. DODIC:  Enter the ammunition identification, if applicable to your Activity.  This data field is not 

accessible if the Process Id on the UIC Table equals “A” and the entered Stock Nbr is on the SB 700-20 
or FED LOG Table.

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

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

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

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

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

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

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

w. Calibration Cd:  If this asset is to be periodically calibrated, check this box.
x. TMDE Cd:  If this asset is considered as Test, Measurement, and Diagnostic Equipment, check this 

box.  The asset will appear on the TMDE Inventory Report.
y. Click on the Maintenance tab.
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Adding A Catalog Record
If you are not using the Maintenance and Utilization module in DPAS, you can click the Add button to 
catalog your item.  Otherwise, continue with the next step.

STEP 7:

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

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

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

d. Maint Grp Id:  Select the user-defined 
code that categorizes groups of assets 
that are available for maintenance.  
These codes are created in the Utilities 
module.

e. Min Pct Util:  Enter the lowest percentage of utilization for the item for the P&SE or Mobile asset.
f. Obj Pct Util:  Enter the objective percentage of utilization for the item for the P&SE or Mobile asset.
g. Svc Life Mi/Hr:  Enter the actual miles or hours of service life of the asset.
h. Click Add.

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

i. If the LIN is correct for the item you have cata-
loged, select  Continue.

The Transaction Processed dialog box will be 
displayed.

j. Click OK.

You will be returned to the Key Data screen.

k. Click Exit.

Changing Information on a Catalog Record

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
2. Click OK.
3. Make the necessary change(s).
4. Click Change.
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Deleting a Catalog Record

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

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

Title:  Adding Catalog Records

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

Prerequisites:  Access to Catalog Module

References:  Reference in the Chapter One

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

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

Given:

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

Class Discussion:  Q & A

For Army (Replace XX with your Student 
Number)

For Marine Corps

• Locally purchased Graphic Computer (LIN 
XX209N Stock Number 702500X5022XX 
Price  $1,500.00)

• Locally purchased Graphic Computer 
(Nomen CPU: Z-STATION, LIN 70209N, 
Price $2,575.00)

• Locally purchased Cargo Truck (LIN 
XX496T Stock Number 23200147113XX 
Capital asset price $125,000.00)

• Locally purchased Cargo Truck (Stock 
Number 1730014659518, LIN 99999N, 
Capital asset price $285,167.00)

For All Other Agencies

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

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



Adding A Catalog Record Using A Management Control Number (MCN)
Adding A Catalog Record Using A Management Control Number 
(MCN)

MODULE:  Catalog

INTRODUCTION

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

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Catalog icon, or select Catalog from the menu bar.
2. Select Catalog Actions from the program group.
3. Select Catalog from the program list.
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Adding A Catalog Record Using A Management Control Number (MCN)
STEP 1:

• Click on the New MCN button.

STEP 2:

• Click on the binoculars to search for the Federal 
Supply Class.  If you already know what it is, then 
enter it in the field.

STEP 3:

a. Select how you want to search for the FSC.  If you search by 
description, you will get an alphabetical list.

b. Scroll through the list of FSCs and select the appropriate class.
c. Click OK. 

STEP 4:

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

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

c. Click OK.
CH 1 53
20 July 2004



Adding A Catalog Record Using A Management Control Number (MCN)
STEP 5:

a. Enter the number that you want the first 
assigned sequential number to be.  For 
example, if your MCN begins with 702500F11 
and you enter 1 for the beginning MCN Serial 
Number, your stock number will be 
702500F110001.

b. Click OK.

STEP 6:

• Click OK.

STEP 7:

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

Changing Information on an MCN Record

1. Enter the MCN on the Key Data screen for the item you are changing.
2. Click OK.
3. Make the necessary change(s).
4. Click Change.

Deleting an MCN Record

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

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

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

INTRODUCTION

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

The Manufacturer's Model/Part Number Table provides a central reference to the CAGE code, part 
number/model number, and manufacturer's name.  IT Mfr Cd is available for update when the IT 
Asset on the Catalog Table equals “Y”.

PREREQUISITES

The Stock Number must exist on the Catalog Table.

STEPS TO PERFORM ACTION

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

a. Stock Nbr:  Enter the stock number for 
which you are adding a manufacturer key.

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

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

STEP 2:

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

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

STEP 3:

The next available manufacturer key is displayed.

• Click OK.

STEP 4:

a. CAGE Cd:  Enter the Commercial and 
Government Entity (CAGE) Code of the 
item, if available.  This field is mandatory 
if you cataloged the item with a 
Maintenance Group Code.

b. Mfr Part Nbr:  Enter the Mfr Part 
Number or Model of the item.
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c. IT Mfr Cd:  If the item is IT AND you know the 3-position manufacturer code, then enter it in this 
field.  If you do not know the IT Mfr Cd, click on the browse button to search the IT Mfr Table (see the 
hint below).

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

e. Ref File Name:  By clicking on this button, you will be able to attach a file, picture, etc., to the item.
f. If you click on the pencil button, this will display any existing files for that Stock Nbr.
g. Click Add.

The Transaction Processed dialog box will be displayed.

h. Click OK.

You will be returned to the Key Data screen.

i. Click Exit.

HINTS!
If you clicked the browse button for the IT Mfr Cd, you have the choice to browse by either the 
manufacturer name or manufacturer code.

• If you select IT Mfr Name, enter the name of the manufacturer.  This will display the manufacturer as 
you have it entered.  You can use wildcard searches in this screen.  For instance, if you entered 
*DELL*, then DPAS will return:

CRE Cordell Engineering
DLU Dell Computer Corporation
DH8 Dellware
HDF H Dell Foster Co (Part of Kue)

• If you entered DELL (without any asterisks), DPAS would only return:

DLU Dell Computer Corporation
DH8 Dellware

• If you select IT Mfr Cd, enter the 3-position manufacturer code you wish to search for.
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Requesting A New IT Manufacturer Code

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

STEP 1:

• Click on the Request New IT Mfr Cd button.

STEP 2:

You will be taken to the DPAS Home Page.

If you are NOT a Navy Activity:

• Click on IT Manufacturer Code 
Request Form.

If you are a Navy Activity:

• Click on Navy Online IT Manufacturer 
Code Request Form.
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STEP 3:

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

For Non-Navy Activities: For Navy Activities:

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

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

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

• Click Exit to return to the DPAS Main 
Menu.

Changing Mfr Keys

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
2. Enter or browse for the Mfr Key you are changing.
3. Click OK.
4. Make the necessary change.
5. Click Change.
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Deleting Mfr Keys

1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
2. Enter or browse for the Mfr Key you are deleting.
3. Click OK.
4. Click Delete.
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Adding Expanded Descriptions
MODULE:  Catalog

INTRODUCTION

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

PREREQUISITES

The Stock Number must exist on the Catalog Table.

STEPS TO PERFORM ACTION

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

STEP 1:

a. Stock Nbr:  Enter the stock number.
b. Click OK.
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STEP 2:

a. Desc:  Enter your expanded description 
for this item.  You can enter up to 250 
characters of information in this box.

b. Click Add.

You are returned to the Key Data screen.

• Click Exit to return to the DPAS Main 
Menu.

Changing Expanded Descriptions

1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
2. Click OK.
3. Make the necessary change.
4. Click Change.

Deleting Expanded Descriptions

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

INTRODUCTION

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

OBJECTIVES

None

PREREQUISITES

The Stock Number must exist on the Catalog Table.

STEPS TO PERFORM ACTION

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

STEP 1:

a. Stock Nbr:  Enter the Stock Nbr for which 
you are adding the publication.

b. Publication Key:  Enter a numeric key 
(from 1 to 9).

c. Click OK.
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STEP 2:

a. Publication Title:  Enter the title of the 
publication.

b. Publication Dt:  Enter the date of the 
publication (must be in YYYYMMDD 
sequence).

c. Click Add.

You are returned to the Key Data screen.

• Click Exit to return to the DPAS Main Menu.

Changing Reference Publications

1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
2. Enter the Publication Key that you wish to change.
3. Click OK.
4. Make the necessary change.
5. Click Change.

Deleting Reference Publications

1. Enter the Stock Nbr on the Key Data screen for the description you are deleting.
2. Enter the Publication Key that you wish to delete.
3. Click OK.
4. Click Delete.
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Introduction To The Document Register

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

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

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

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

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

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

INTRODUCTION

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

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

PREREQUISITES

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

STEPS TO PERFORM ACTION

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

a. UIC:  Enter your UIC.
b. DIC:  From the drop down list box, select the 

appropriate Document Identifier Code for the 
item for which you are getting the document 
number.

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

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

e. Click OK.

STEP 2:

a. Doc Nbr:  If your Activity interfaces 
with SARSS-O AND you selected to 
assign your document number 
automatically, this field will populate 
with the unit’s DoDAAC.  If your Activity 
does not interface with SARSS-O AND 
you selected to assign your document 
number automatically, you will need to 
enter your DoDAAC.

If you selected to manually assign your 
document number, enter your document 
number.

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

HINTS!

• A complete Document Number is only mandatory if the Manual Document Number 
Assignment was selected in Step 1.

• BLOCK is only mandatory if the Automatic Document Number Assignment was selected in 
Step 1.

• When assigning a manual document number, you CANNOT assign the number using a 
Julian date equal or greater than the current Julian date.  This prevents a duplicate docu-
ment number from being entered.
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c. HRH Nbr:  Enter the appropriate Major Hand Receipt Holder Number and/or Sub Hand Receipt Holder 
Number.

d. RIC:  Enter the Routing Identifier Code.  This field will not be mandatory for Activities that interface 
with SARSS-O.

e. Media Sts Cd:  Select the appropriate code that describes the type of status report, who receives it, 
and method of status.  Refer to References for the appropriate codes.

f. Qty:  Enter the quantity being ordered or the quantity from the receipt documentation.
g. Demand Cd:  Select the type demand for the item.  Refer to References for the appropriate codes.
h. Supp Address:  If you are identifying an alternate address for shipping and/or billing, enter the 

appropriate address.
i. Signal Cd:  Select the appropriate code to identify where the item(s) is to be shipped as well as who 

to bill.  The default is displayed.  Refer to References for the appropriate codes.
j. Fund Cd/Appn:  Click on the browse button to display the valid Fund Codes and/or Appropriation 

Allotment Serial Numbers.  Select the appropriate code(s) for the item.
k. Dstrn Cd:  Enter the delivery point, distribution/end item or type requirement code, if applicable to 

your Activity.
l. Prj Cd:  If this item is being used for a specific project, enter the appropriate project code.
m. Postpost:  Check this box if the asset has already been received and there is no requirement for the 

requisition to be transmitted to the Supply Support Activity.
n. PD:  Select the appropriate Priority Designation for your Activity from the pick list.   Refer to 

References for the appropriate codes.
o. RDD:  Enter the 3-position Julian date that indicates the Required Delivery Date of the item.
p. Click Next Page.

STEP 3:

a. Advice Cd:  If you have special 
instructions for the SSA, select the 
appropriate code from the pick list.  
Refer to References for the appropriate 
codes.

b. Acq Cost:  Enter the expected cost of 
the item.  This field will display the Unit 
Cost from the Catalog Table, if one was 
entered.  This field will also carry over to 
the End Item Increase screen when you 
add the item to the Property Book.

c. Cond Cd:  If this field is accessible, you 
can select the Condition Code for the 
item.

d. Authn Ctl Nbr:  If your Activity uses authorizations, it is recommended that you enter your 
Authorization Control Number for the item so that your due-ins appear correctly on your Hand Receipt 
report.  If your Activity does not use authorizations, this field will not be accessible.

If the user wants to have the Due-In quantity displayed in the body of the report with the Authorized 
LIN of the asset, the Authorization Control Number must be entered on the Document Register.
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e. Nomen:  If the Stock Nbr that was entered on the Key Data screen was found on the Catalog Table, 
then this field will be displayed and cannot be changed.  If the Stock Nbr that was entered is not on 
the Catalog Table, you must supply the Nomenclature of the item.

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

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

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

i. EOR Ind:  If your Activity interfaces with AMICSS, this field will not be accessible.
j. Ref Text:  If your Activity interfaces with SARSS-O, identify any documentation that should be 

included with the order.
k. Reparable Cd:  If your Activity interfaces with SARSS-O, select the appropriate code to identify items 

as reparable or non-reparable.  Refer to References for the appropriate codes.
l. Office:  Enter the appropriate office for your Activity.  This field will display on the End Item Increase 

screen for this item.  If you do not enter anything on this screen, you will need to enter the office on 
the increase screen.

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

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

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

p. Local Use:  This is a free field.
q. Remarks:  Enter any applicable remarks.
r. Click Save.

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

The Transaction Processed dialog box will be displayed.

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

t. Click Exit.

Notice that the Document Number
is assigned.
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Practical Exercise:  Request for Issue

Title:  Create a Request for Issue Document

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

Prerequisites:  Access to Document Register module

References:  Reference in the Chapter One

Scenario:  Your office has just received a request to purchase these two items for your organization.

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

Given:

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

Class Discussion:  Q & A

For Army (Replace XX with your Student 
Number)

For Marine Corps

• Locally purchased Graphic Computer (LIN 
XX209N)

• Locally purchased Graphic Computer (LIN 
70209N)

• Locally purchased Cargo Truck (LIN 
XX496T)

• Locally purchased Cargo Truck (LIN 
99999N)

For All Other Agencies

• Locally purchased Graphic Computer 

• Locally purchased Cargo Truck
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Document Register Inquiry
MODULE:  Document Register

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

a. Scroll down the Selection 
Fields to select UIC.

b. Leave the operator set to 
equal to (=).

c. Enter your UIC.
d. Click OK or just hit the Enter 

key on your keyboard.

If the document number is still open, then there will be no Completion Date (Cmpltn Dt).
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Running A Report Of Open Supply Actions
MODULE:  Document Register

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

STEP 1:

• Select the Open Supply check box.
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STEP 2:

a. Options Group Box:  Select the 
appropriate option.

• Selective:  Allows you to select a 
UIC, HRH Nbr, and DIC.

• All:  Allows you to only select the 
DIC.

b. Sort Sequence Group Box:  Select 
how you want your report sorted.

Selection Criteria Group Box:

c. UIC:  Enter or browse for your UIC, if 
you selected the option Selective.

d. HRH Nbr:  Enter or browse for your 
HRH Nbr, if you selected the option Selective.  This is optional.

e. DIC:  Select which DIC you want for your report.

Document Number Block Range Group Box (Optional):

f. Block From:  Enter the beginning block number.
g. Block To:  Enter the ending block number.

Date Range Group Box (Optional):

h. Begin Dt:  Enter the beginning date.
i. End Dt:  Enter the ending date.
j. Click Submit.

If you did not enter a HRH Nbr, you will get this message.  Select the appropriate answer.

STEP 3:

• Click OK.
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You can now print or view your Open Supply Action Report.  When you submit the report, DPAS will return 
you to the On-Line Document Register Reports.

STEP 4:

• Click Print Rpts to print/view your report.

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

Below is an example of this report:
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Introduction To Hand Receipt

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

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

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

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

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

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

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

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

INTRODUCTION

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

PREREQUISITES

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

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

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

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

STEPS TO PERFORM ACTION

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

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

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

c. UIC:  Enter or browse for your UIC.  You can set User Defaults to automatically display this field).
d. Doc Nbr:  Enter or browse for the Document Number for the asset.
e. Bar Cd:  If your Activity bar codes assets, enter a bar code for the item.  If not, leave this field blank.

Prefix...:  If your Activity bar codes assets, you can establish prefixes to use to have DPAS 
automatically assign your bar codes.  Prefixes are established in the Utilities module.  If you 
clicked on the Prefix button, the Auto Assign check box is automatically checked.  You cannot let 
DPAS auto assign your bar codes without a prefix being established.

f. Stock Nbr:  Enter or browse for the stock number of the item.
g. Serial Nbr:  Enter the serial number of the item.
h. Click OK.

Type Actions

New Procure-
ment

New purchase

Transfer In Item is being transferred in 
from another Activity.

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

Admn Adj Rpt 
(AAR)

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

Ammunition Used to add ammunition to 
the property book (for Army, 
this requires a DA Form 
581).
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STEP 2:

a. HRH Nbr:  Enter or browse for the 
appropriate HRH Nbr.

b. Acq Cost:  Enter the actual cost of the 
item.

If the Acquisition Cost is less than or greater 
than the Unit Price on the Catalog by a set 
percentage (the default is 10 percent), the 
following warning dialog boxes will be 
displayed respectively upon processing the 
transaction.  You will be able to accept the  
cost or cancel it to make a change to the  
Acquisition Cost amount.  Services/
Components may request a change to either 
of these percentages, as they deem 
appropriate by having their Configuration 
Control Board (CCB) member contact their 
DPAS representative.

LESS THAN GREATER THAN

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

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

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

e. Mfr Key:  Browse for the appropriate manufacturer key.  These are established in the Catalog module.
f. Authn Ctl Nbr:  Enter or browse for the authorization control number for the item.
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If you click the browse button for the Authorization Control 
Number, this screen will display.

You can also leave the field blank and just click OK.  This 
will display all of the Authn Ctl Nbrs.

If you selected to search by the LIN, you must enter at 
least one position of the LIN.

Once you have found the appropriate Authn Ctl Nbr, 
highlight the field and click OK.

g. Acq Dt:  Enter the date the asset was purchased.  
Policy varies by Agency.

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

i. Mfr Serial Nbr:  Enter the manufacturer’s serial number.  This is normally used for mobile and 
production and service item.  This could be used for a vehicle’s Vehicle Identification Number (VIN).

j. Qty:  This field is not accessible for serially-managed items.  If you checked the bulk assets check box 
on the Key Data screen, then enter the number of items you are adding.

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

l. Cptl Cd:  If there is an exception to capitalization, you can change it from the default of N/A.  But 
normally, this code will not need to be changed.

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

n. Lo/Le Cd:  If the item is in on loan or leased, select the appropriate code.  The default
is N/A - Government Owned.  Refer to References for appropriate codes.  If the HRH Nbr is 
identified as a Contractor, the only valid values are space, G, P, R, or T.  If Lo/Le Cd is equal to a space 
when transaction is processed, a “C” will be moved into this field on the Serial Hand Receipt Tables.

o. Office:  Enter the Office.  Policy varies by Agency.  Refer to DPAS Help for Agency guidance.

Capitalization Codes

S Capital, below threshold

N Non-Capital, exceeds threshold

D NDE Asset, depreciable

Expense Codes

1 Funded

2 Unfunded
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p. Task Cd:  Enter the task code of the item.  This field is MANDATORY for capital assets.
q. Job Order Nbr:  Enter the Job Order number that is assigned by your Finance office.  This field is 

MANDATORY for capital assets.

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

STEP 3:

a. Loc:  Enter or browse for the physical 
location of the item.  This field is 
MANDATORY. The information for this 
field is established in the Utilities 
module.

b. Sub Loc:  Enter a sub location of the 
asset, if desired.

c. Site Cd:  Enter or browse for the asset’s 
storage location.  These codes are 
established in the Utilities module.

d. PBIC:  Enter or browse for the property 
book identification code.  These codes 
are established in the Utilities module.

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

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

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

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

i. Transfer Type Cd:  If the asset is being transferred in, enter the code that identifies the type of 
transfer.

About Task Codes and Job Order Numbers:

These codes are normally assigned by the Activity’s Finance office.

These two codes are used to track expenses related to CAPITAL ASSETS.

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

Procurement De-installation
Transportation and Shipping Maintenance
Installation Disposal

NOTES:
• The Hand Receipt Holder number on the authorization MUST match the hand receipt holder number that the 

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

general ledger accounts.
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j. Sending DoDAAC:  If the asset is being transferred in, enter the losing Activity’s DoDAAC.
k. IPE Nbr:  Enter the Industrial Plant Equipment number, if used.
l. Sys Id:  Enter the user-defined system identification number, if used.
m. Local Use:  This is a free field.
n. Remarks:  Enter any user remarks, if desired.
o. Ref File Name...:  Click this button if you want to attach any reference files to the item (i.e., Word 

documents, pictures, videos, etc.).
p. Click Save.

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

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

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

When you click Save, the following dialog box will be 
displayed:
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a. If desired, select an applicable action.
b. Click OK.

Additional Items

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

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

Print HRH Document For:

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

  All Transactions for this Doc Nbr This selection will limit the detail records printed on the form from history to those 
where the Doc Nbr equals the UIC and Doc Nbr just used.  (If there is a Doc Nbr To 
in the history record, it will be used in the selection of records, not the Doc Nbr) 
and the Pgm Name is equal to the process being run.

  To HRH (Includes Subs) This selection will limit the detail records printed on the form from history to those 
where the Hand Receipt Major and Sub Nbrs of the gaining Hand Receipt equal 
those displayed in the radio button text.

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

• If you are not going to perform any of the 
processes that are active on the right side of the 
screen, click Exit to return to the DPAS Main 
Menu.

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

Click  to add component items to this asset.

Click  to add or update depreciation information for capital assets.

Click  to add or update Maintenance and Utilization records for mobile/production 
assets.

Click  to configure the asset as a set, kit or outfit.

Click  to add warranty or service agreement information for this asset.

Click  to assign a Request for Issue document number if one has not already been 
assigned.

HINT!
If the asset you have just added to the property book IS a capital asset, activate it now!
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Click  to assign a Miscellaneous document number (lateral transfer, AAR, or 
ammunition) if one has not already been assigned.

If no additional actions are required for this asset:

Click  to clear the data from the screen or to add another asset to the property book.

Click  to return to the DPAS Main Menu.
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Practical Exercise:  End Item Increase

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

Objectives:  At the completion of this practical exercise you will be able to receive items to your 
property book with actual purchase price.

Prerequisites:  Access to Hand Receipt Module and UIC.

References:  Reference in the Chapter One

Scenario:  The two ordered items have been received.

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

Given:

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

Class Discussion:  Q & A

For Army (Replace XX with your Student 
Number)

For All Other Agencies

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

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

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

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

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

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

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

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

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

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

INTRODUCTION

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

PREREQUISITES

The asset must meet the capital asset threshold amount and it must be on the property book.

STEPS TO PERFORM ACTION

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

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

HINT!
You can activate an item for depreciation immediately after you have added it to the property 
book by clicking on the Depr Chg button on the End Item Increase Key Data screen.  This can 
only be done once the asset has been added to the property book.
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STEP 1:

a. Select the appropriate option:

Selective:  Select this radio button if you 
want to activate a specific asset.

Non-Activated:  Select this radio button 
to display a list of all the capital assets 
that have not yet been activated for 
depreciation.  If you select this, you will 
be able to select the specific record you 
wish to activate for your UIC.

b. Bar Cd:  If your Activity uses bar codes, enter the bar code of the asset, otherwise:

Enter the Stock Nbr and the Serial Nbr of the asset.

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

STEP 2:

a. Activation Dt:  Enter the Activation Date 
in YYYYMMDD format (or use the calendar 
button to select the appropriate date).

b. Deprn Period:  If the Depreciation Period 
is to be other than what is displayed, then 
change the period to reflect the 
depreciation period in months.

c. Prior Deprn:  If the asset is a new pro-
curement, this field is not accessible.  If the 
asset is transferred in, then enter any Prior 
Depreciation for the item.

d. Residual Value:  If applicable to your 
Activity, enter the residual value (or 
salvage/junk value) for the item.

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

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

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

i. Click Save.

The Transaction Processed dialog box will be displayed.

j. Click OK.

You will be returned to the Key Data screen.

k. Click Exit.

HINTS!
If you entered multiple items, the first asset will need to be activated.  Once you have entered 
the last asset, then you will be brought back to this process to activate the last item.  This will 
cause DPAS to automatically activate the assets in between the first item and the last.

Whenever you enter information in the Deprn Office, Deprn Task Cd, or Deprn Job 
Order Nbr, that information will always remain with the system.  Therefore, you can use the 
pick list to display any values that were previously entered for a capital item.
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Practical Exercise:  Activating A Capital Asset

Title:  Activate a Capital Asset for Depreciation

Objectives:  Find Capital items on the property book that have not been set up for depreciation.

Prerequisites:  Access to the Accounting Module.

References:  Reference in the Chapter One

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

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

Given: Inquire the property book for items over $100,000.

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

Class Discussion:  Q & A
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Adding Warranty/Service Information
MODULE:  Hand Receipt/Maintenance & Utilization

INTRODUCTION

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

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

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

a. Bar Cd:  If your Activity uses bar codes, 
enter the bar code of the asset, otherwise:

Enter the Stock Nbr and the Serial Nbr of 
the asset.

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

c. Click OK.

STEP 2:

a. Warranty/Svc Cd:  Click on the drop 
down list button.  If you are establishing 
a warranty, select Warranty.

If you are establishing service, select 
Service.

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

c. Warranty Hrs/Miles:  This field will 
only display if the asset has been 
cataloged with a Utilization Code of 
hours or miles.  In such a case, enter the number of warranty miles or hours.

d. Cntr/PO Nbr:  Enter the contract or purchase order number, if available.
e. Start/Expr Dt:  In the first box, enter the date the warranty or service started for the asset.  In the 

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

Loan Lease Group Box:

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

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

h. Click Next Page.
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STEP 3:

a. POC:  Enter the point of contact for the 
vendor.

b. Phone:  Enter the vendor’s phone 
number.

c. Name:  Enter the name of the vendor.
d. Address:  Enter the address of the 

vendor.
e. Remarks:  Enter any remarks, if 

desired.
f. Click Add.

The Transaction Processed dialog box will be displayed.

g. Click OK.

You will be returned to the Key Data screen.

h. Click Exit.

Changing Warranty Information

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

2. Click OK.
3. Make the necessary change(s).
4. Click Change.

Deleting a Catalog Record

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

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

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

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

These messages are built in the Utilities module.
g. Click OK.

STEP 2:

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

Sub Hand Receipt(s) Check if you want 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 an 
excess and shortage 
report of your SKOs, 
BIIs, and AAIs.
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Options Group Box:

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.

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

The following dialog box is displayed:

f. Click OK.

You can now print or view your Hand Receipt Report.

Option Type

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

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

Expanded Report This will generate a more detailed report.
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STEP 3:

• Click on the  from the tool bar.

STEP 4:

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.

NOTE ABOUT THE GFP INVENTORY REPORT:
If a Hand Receipt inventory report is requested and the Hand Receipt Holder is a contractor, a 
Government Furnished Property (GFP) Inventory report is generated.
One of four versions of the Government Furnished Property (GFP) report is created.  For On-
line actions the standard version is (DPTK025R) and the expanded version is (DPTK026R).  For 
batch actions the standard version is (DPTK028R) and the expanded version is (DPTK027R).
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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.

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

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

Title:  Create a Hand Receipt Report

Objectives:  Generate a Hand Receipt Report by Authorizations

Prerequisites:  Access to Inventory Actions in Hand Receipt module and Eureka Report Viewer.

References:  Reference in the Chapter One

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

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

Given:  Hand Receipt Holder number given by Instructor.

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

Class Discussion:  Q & A
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Introduction To Turn-Ins

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

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

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

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

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

INTRODUCTION

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

PREREQUISITES

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

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

STEPS TO PERFORM ACTION

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

Document Register Assignment 
Group Box:

a. Select the appropriate Document 
Number assignment.

b. UIC:  Enter or browse for your UIC.
c. Stock Nbr:  Enter or browse for the Stock Nbr of the asset you are turning in.
d. Destn Id:  Browse to display the Destination Identification Codes that have been assigned to your 

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

codes are added to DPAS through the Utilities module.

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

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

h. Click OK.

Assignment

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

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

HINT!
If you do not have any Destination Identification or Transfer Codes, they will need to be 
established in the Utilities module.
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STEP 2:

a. Doc Nbr:  If your Activity interfaces 
with SARRS-O AND you selected 
Automated document number 
assignment, this field will be displayed 
with the unit’s DoDAAC.

If you selected Manual document 
number assignment, then enter the 
document number here.

b. Block:  Click the browse button to 
display the blocks of document numbers 
for assignment.  This field is not 
available for manual document number 
assignment.

c. DIC:  Select Z3A.
d. RIC:  Enter your Routing Identifier Code.  Refer to References for appropriate codes.
e. Media Sts Cd:  Enter the Media Status Code, if accessible (AMCISS users).  Refer to References for 

appropriate codes.
f. UI:  Select the appropriate code for how the item is packaged.  Use the drop down list box to display 

valid codes.
g. Qty:  Enter the quantity you are turning in.
h. Nomen:  This field is displayed from the catalog table if the item is on your property book.  If you 

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

i. Supp Address:  If applicable, enter a Supplemental Address for the asset you are turning in.
j. Fund Cd/Appn:  Click on the browse button to display the valid fund codes and appropriation 

allotment serial numbers.  Select the appropriate code.
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Obtaining A Turn-In Document Number
k. Signal Cd:  Click on the drop down list box to display the valid signal codes.  Select the appropriate 
code.  Refer to References for appropriate codes.

l. Acq Cost:  Enter the actual cost of the asset.
m. Cond Cd:  Click on the drop down list box to display the valid condition codes.  Select the condition of 

the item you are turning in.
n. Local Use:  Enter any applicable local information.  This is a “free” field.
o. Remarks:  Enter a justification of why the asset is being turned in.
p. Addl Data:  Enter any additional information here.  If the item is non-property book, you may enter 

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

q. Click Save.

The Transaction Processed dialog box will be displayed.

r. Click OK.

You will be returned to the Key Data screen.

s. Click Exit.

NOTICE!!

If you had DPAS generate an automated 
document number, notice that after you process the 
transaction that the document number is displayed.  
You may need to pull the Key Data screen down to 
view the number.
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Obtaining A Turn-In Document Number
INCLUDE TRANSFER MESSAGES:

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

a. Click the browse buttons to select the 
message you want to include.  You can 
add up to two (2) transfer messages to 
be included on your DD Form 1348-1A.

b. Click OK.

STEP 3:

• Click OK.
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Practical Exercise:  Create A Turn-in Document

Title:  Create a Turn-in Document

Objectives:  At the completion of this practical exercise you will be able to create a document number 
to record a turn-in action.
 
Prerequisites:  Access to Document Register and Stock Number and  Serial Number or Barcode of 
item to be turned in.

References:  Reference in the manual Chapter One

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

Instructions:  Find one monitor from your hand receipt and process a Turn-in Document to DRMO

Given:  Hand Receipt by instructor

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

Class Discussion:  Q & A



Designating An Asset To Turn-In/Transfer
Designating An Asset To Turn-In/Transfer
MODULE:  Hand Receipt/Document Register

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

STEP 1:

a. UIC:  Enter or browse for your UIC.
b. Doc Nbr:  Enter or browse for your document 

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

already have items on the Detail table and you 
want to change the turn-in or transfer 
information, check this box.  Once this is done 
and you click OK, the only fields accessible on 
the process screen are Destn Id and 
Transfer Cd.

d. Click OK.
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Designating An Asset To Turn-In/Transfer
STEP 2:

a. Destn Id:  Browse to display the valid  
destination identification codes for your 
UIC.  Select the appropriate code for the 
item.

b. Transfer Cd:  Browse to display the 
valid transfer codes for your UIC.  Select 
the appropriate code for the item.

c. Site Id To:  If the item is being 
transferred to another DPAS database 
(site id), enter the gaining activity’s site 
id.  Otherwise, this field will not be 
accessible.

d. UIC To:  Enter the UIC that the item is 
being transferred to.  This field is only 
accessible if the document number is a 
lateral transfer.

e. Transfer Type Cd:  If the item is being transferred, click on the drop down list box to display the 
valid transfer type codes.

f. Bar Cd:  If your Activity uses bar codes, enter the bar code of the item you will be turning in or 
transferring.

OR

g. Stock Nbr and Serial Nbr:  Enter the stock number AND serial number of the item(s) you are 
turning in or transferring.

h. Qty:  If the item has a serial number, you do not need to enter anything in this field.  If the item is 
bulk managed (no serial number), enter the quantity you are turning in or transferring.

i. Click Add.

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

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

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

You will be returned to the Key Data screen.

k. Click Exit.
109



Generating A Transfer And/Or Turn-In Form
Generating A Transfer And/Or Turn-In Form
MODULE:  Document Register

INTRODUCTION

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

PREREQUISITES

Assets must exist on the Detail Table.

STEPS TO PERFORM ACTION

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

HINT!
Transfer Forms can also be generated using the Hand Receipt module.
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Generating A Transfer And/Or Turn-In Form
STEP 1:

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

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

c. Doc Nbr:  If you are generating the forms by Doc Nbr, enter the document number.  Otherwise, this 
field will not be accessible.

d. Date:  If you are generating the forms by Date, enter the date (YYYYMMDD format).  Otherwise, this 
field will not be accessible.

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

Print Format Group Box:

f. For Turn-Ins, select which form you want printed.
g. For Lateral Transfers, select which form you want printed.
h. Click Submit.

STEP 2:

• Click OK.

Generate Forms By

UIC Select this for a particular UIC.

Doc Nbr Select this for a particular document 
number.

Date Select this for a particular date.

Type All:  All Forms
Turn In:  Only turn in forms.
Lateral Transfer:  Only transfer 
forms.
DRMO:  Only DRMO turn-ins.

HINT!
If you are generating these forms using the Hand Receipt module, and you want to generate the 
forms by type, Lateral Transfer will be your only option.
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Generating A Transfer And/Or Turn-In Form
STEP 3:

• Click Print Rpts.

STEP 4:

a. Select the TURN-IN/LATERAL TRANSFER 
FORMS report.  Double-click it or highlight 
and click the View button.

b. Click View.

Below is an example of the DD Form 1348-1:

Figure 1 - DD 1348-1
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Generating A Transfer And/Or Turn-In Form
Below is an example of the DA Form 2765:

Figure 2 – DA Form 2765

Below is an example of a DA Form 3161:

Figure 3 – DA Form 3161
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Introduction To Decreases
Introduction To Decreases

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

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

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

INTRODUCTION

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

PREREQUISITES

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

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select End Item Actions from the program group.
3. Select Decrease from the program list.
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Removing An Asset From The Property Book
STEP 1:

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

Type Action Codes

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

Transfer Out Use this when transferring an asset,

Admn Adj Rpt (AAR) Use this for corrections.

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

Ammunition Use this to remove ammunition.

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

Statement of Charges Charges against items that are lost or damaged

Sales Use this if you sold the asset.

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

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

Serially Managed Items Bulk Managed Items

b. Bulk Asset:  Do not check this box. Bulk Asset:  Check this box.

c. Bar Cd:  If your Activity uses bar codes, enter 
the bar code of the item; otherwise, leave 
blank and proceed to step d.

Bar Cd:  If you know the bulk bar code number, 
you can enter it; otherwise, click the browse 
button to search for the asset.
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Removing An Asset From The Property Book
g. Click OK.

STEP 2:

a. Doc Nbr:  Click the browse button to 
display the document numbers for the type 
action you selected on the Key Data 
screen.  If you entered this screen from the 
Document Register, your document 
number will be displayed.

b. Qty:  For bulk items, enter the quantity 
you are decreasing.  This field is not avail-
able for serial numbered assets.

c. Eff Dt:  This date is displayed with the 
date the hand receipt holder signed for the 
item.  It can be changed, if necessary.

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

e. Receiving DODAAC:  If the item is being 
transferred out, enter the DODAAC of the receiving Activity.

f. Transfer Type Cd:  If the item is being transferred out, select the appropriate transfer code.

d. Stock Nbr:  If your Activity does not use bar 
codes, enter the stock number of the item.  If 
you entered a bar code in step c, then leave 
this field blank.

Stock Nbr:  If you entered a bulk bar code in 
step c, leave this field blank; otherwise, enter or 
browse for the stock number of the item.

e. Serial Nbr:  If your Activity does not use bar 
codes, enter the serial number of the item.  If 
you entered a bar code in step c, then leave 
this field blank.

Serial Nbr:  This field is not accessible for bulk 
items.

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

Serially Managed Items Bulk Managed Items
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Removing An Asset From The Property Book
g. Write Off:  This is automatically checked on a transfer outside the government only, mass turn-in, 
and mass transfer out.

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

i. Remarks:  Enter a remark.
j. Click Save.

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

k. If you want to close the document number, 
click Yes, otherwise, click No.

The transaction is processed is displayed.

l. Click OK.

You are returned to the Key Data screen.

m. Click Exit.

HINT!
Based upon accounting policy, an activity is to fully “Expense” a capital asset prior to disposal, or 
transferring it outside the Department of Defense.

The Write Off check box will automatically write the asset off without having to modify the depreciation 
period and running the depreciation for the month to make it effective.

Here’s what will occur, for an example:

Asset Cost:                              $200,000
Depreciation to Date:                $125,000
Current Book Value:                  $  75,000

The user initiates a Turn-In:  DPAS will generate an expense transaction (X805) for $75,000, thus 
reducing the asset to Book Value.  NOTE:  If the asset had a residual value, it will not expense this 
amount via either process (Write-Off or Depreciation).
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Practical Exercise:  End Item Decrease

Title:  Process an end item decrease from hand receipt.

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

Prerequisites:  Access to Hand Receipt Module, Stock Number and Serial number or Bar Code

References:  Reference in the Chapter One

Scenario:  The damaged monitor is ready to be taken to DRMO and dropped from the property book

Instructions:  Go to Hand Receipt Module, End Item Actions and Decrease action.

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

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

Class Discussion:  Q & A



Generating The Increase/Decrease Report
Generating The Increase/Decrease Report
MODULE:  Hand Receipt

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Reports from the program group.
3. Select Generate from the program list.
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Generating The Increase/Decrease Report
STEP 1:

• Select Increase/Decrease Actions.

STEP 2:

a. If you want the report for a specific 
HRH Nbr, choose Selective.

If you want all HRH Nbrs, then choose 
All.

b. If you want your actions for a particular 
date, then choose Selective.

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

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

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

YYYYMMDD format.
f. End Dt:  Enter the ending date or use the calendar button to select the date.  Date must be in 

YYYYMMDD format.  This field is only accessible if you selected the Range option.
g. Tran Time:  If you want the report from a particular transction time, enter the time that was posted 

to the history table.
h. Click Submit.

STEP 3:

• Click OK.
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Generating The Increase/Decrease Report
STEP 4:

• Click Print Rpts.

STEP 5:

a. Select the Increase/Decrease 
Actions Report.

b. Click View.
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Generating The Increase/Decrease Report
Below are examples of the Increase/Decrease report:

Decrease actions are displayed first:

Increase actions are displayed next:
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Reviewing The History Inquiry
MODULE:  Inquiries

INTRODUCTION

This section outlines the procedures for querying the DPAS History Table.  DPAS will generate a 
history record from the time an asset is added to the property book and until the item is removed 
from the property book.  This section shows the user how to query DPAS to review the history table.

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

HINT!
You can access the History from other processes.  For example, you could select Document 
Register, Authorizations, Catalog, Accounting, Maintenance & Utilization, or Utilities and still 
access the same History inquiry.
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Reviewing The History Inquiry
STEP:

a. Select the field(s) you want to query on.  
For now, we will sselect HRH Nbr and 
Tran Dt.

b. Click OK.

Below is an example of the History Inquiry:

Important Fields:

Tran Dt:  This is the date the transaction 
was posted.
Tran Time:  This is the time the 
transaction was posted.
Pgm Desc:  This field tells you the program 
description of what was done to the item.  
For example, this is an End Item Increase 
Receipt (or New Procurement).  If the item 
were picked up as a transfer in, then this 
would be EI INC L/T.
Login Id:  This is the DPAS User Id that 
processed the transaction.
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	Introduction To The Catalog
	Querying The Catalog
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Inquiries from the program group.
	3. Select Catalog from the program list.
	a. Highlight the Data Field to query on.
	b. Click on the arrow that is pointing to the right, or double-click on the data field to move it to the right.
	c. View Group Box: Select how your query is displayed in card view or report view format.
	d. Select the operator from the list.
	e. Type in what you are looking for. Use asterisks as wildcards before, in the middle, or after.
	f. Click OK.
	a. Click Next to view other stock numbers generated from your query.
	b. Once you have located the desired stock number, write it down so that you have it readily available for later functions.
	a. Select the field(s) that you want to display by either double-clicking the field or highlighting the field and then clicking on the right arrow.
	b. Click OK.

	Querying The FED LOG
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Inquiries from the program group.
	3. Select FED LOG from the program list.
	a. Select the field you want to query by.
	b. Select the operator for your filter.
	c. Enter your search criteria.
	d. Select which format you wish to view your query.
	e. Click OK.

	Adding A Catalog Record
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Catalog Actions from the program group.
	3. Select Catalog from the program list.
	a. If you are searching the DPAS Catalog or the FED LOG Catalog, select the field you want to search by.
	b. Whichever data field you selected to search by, enter the data you are searching for.

	STEP 3:
	a. Select the item you want to catalog.
	b. Click OK.

	STEP 4:
	a. The stock number that you selected will be displayed in the Stock Nbr data entry box.
	b. Click OK.

	STEP 5:
	a. Stock Item Cd: Select if the Stock Nbr is an NSN, MCN, or Mfr Part Nbr.
	b. Mgt Cd: Select how this item is to be managed Serially or Bulk.
	c. Generic Nomen: Enter the long description of the item.
	d. Nomen: Enter the short description of the item.
	e. LIN: Enter the Line Item Number, if applicable to your Activity.
	f. FSC: If you selected Mfr Part Nbr for the Stock Item Cd, you will need to enter a Federal Supply Class for your item. You can click on the binoculars to search the FSC by Codes or by Description.

	ENTERING LINS IN DPAS:
	STANDARD: First position is alphabetic, followed by 5 numbers. This LIN is on the AMDF or the SB 700-20.
	NON-STANDARD: Will be any combination other than the STANDARD. For example you could have the first and second positions alphabetic, followed by 4 numbers or the first 5 positions are numeric and the last position is alphabetic. A non-standar...
	g. UI: Select the appropriate code for how the item is packaged.
	h. Unit Price: Enter a base line price of the asset, if required by your Activity.
	i. Type Asset Cd: Select the type of asset. Refer to References for the appropriate codes.
	j. ACC: Select the appropriate Asset Control Code. Refer to References for the appropriate codes.
	k. Equip Deprn Cd: This field is only accessible if you selected an ACC of L, N, or T. Refer to References for the appropriate codes.
	l. Yr Svc Life: Enter the shelf life of the asset. This must be greater than 1 for all Capital assets.
	m. ECC: Enter the category of equipment. This will be mandatory if using the Maintenance and Utilization Module. You can search by either description or by specific code. Refer to References for the appropriate codes.
	n. ARC: Select whether the asset is Nonexpendable, Expendable, or Durable.
	o. Dmil Cd: Select the appropriate code for instructions for removal of functional or military characteristics of a materiel item, if applicable to your Activity. This field will default to an “A-Non- Munitions List Item (MLI)- demilitarizati...
	p. CIC: Select whether the asset is controlled by the SB 700-20.
	q. RIIC: Select the appropriate level of reporting for UIT, CBS-X, Serial Number Tracking Systems, etc., if applicable to your Activity. Refer to References for the appropriate codes.
	r. Ref Cd: Select whether the asset has a Technical Manual, Supply Catalog, or Other type of manual for SKO/BII/AAI’s. Refer to References for the appropriate codes.
	s. IT Asset: Check this box if the asset is IT.
	t. IT Device Cd: If the asset is IT, then this field is accessible. You will need to identify the IT Device Code for the asset.

	HINT!
	If you click the browse button on the IT Device Cd, you can search for a device by either the IT Device Cd or by IT Device Name.
	STEP 6:
	a. Spcl Ctl Item Cd: Select the appropriate code if the item is to have any special controls, if applicable to your Activity. Refer to References for the appropriate codes.
	b. Class Cd: Select the appropriate code that identifies that the asset is approved for service, if applicable to your Activity. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered Stock Nbr is on t...
	c. CMC: Select the appropriate Army Activity responsible for class management, if applicable to your Activity. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered Stock Nbr is on the SB 700-20. Refe...
	d. Spcl Reqmts Cd: Enter the applicable supply function that must be done in accordance with special documents, if applicatble to your Activity. Refer to References for the appropriate codes.
	e. Sply Cat Mat Cd: Enter the applicable class of supply and sub-classification, if applicable to your Activity. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered Stock Nbr is on the SB 700-20 or ...
	f. LCC: Select the appropriate code for logistics provisioning, requisitioning, distribution, etc., if applicable to your Activity. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered Stock Nbr is o...
	g. CIIC: Enter the classification of the asset. This data field is not accessible if the Process Id on the UIC table equals “A” and the entered Stock Nbr is on the SB 700-20. If the item is on the FED LOG, this data field will not be accessib...
	h. Recover Cd: Select the appropriate code that indicates what supply levels have disposition authority on certain unserviceable support assets, if applicable to your Activity. Refer to References for the appropriate codes.
	i. Mat Cat Cd: Enter the applicable code that shows the material category structure detail for management of Army inventories, if applicable to your Activity.
	j. ADPE Id Cd: Select a code which identifies repair parts to the end item of Automatic Data Processing (ADP) equipment. The codes identify ADP Components, Supplies, and Support Equipment. This data field is not accessible if the item is on the FED LOG.
	k. Precious Mtl Cd: Select a code which identifies any type of precious metal that the equipment may contain. This data field is not accessible if the item is on the FED LOG. Refer to References for the appropriate codes.
	l. Acq Advice Cd: Select a code which identifies how the item was acquired. Refer to References for the appropriate codes.
	m. Shelf Life Cd: Select a code which identifies the period of time beginning with the date of manufacture/cure/assembly/pack and terminated by the date by which an item must be used (expiration date) or subjected to inspection/test/restorati...
	n. Local Use: This is a free field.
	o. DODIC: Enter the ammunition identification, if applicable to your Activity. This data field is not accessible if the Process Id on the UIC Table equals “A” and the entered Stock Nbr is on the SB 700-20 or FED LOG Table.
	p. PEC: Enter the numeric code designed to identify items of Industrial Plant Equipment. This field is only accessible if the ACC is “J” (IPE Equipment).
	q. Haz Mat Cd: If the item is considered hazardous material, select the appropriate hazardous material code. You can use the binoculars to search for the appropriate code. This data field is not accessible if the item is on the FED LOG.
	r. Sply Cat Mat Cd: Enter the applicable class of supply and sub-classification, if applicable to your Activity. Refer to Annex ZA Data Elements for valid codes. These codes are divided into 2 parts - 1st position is the Class of Supply; the ...
	s. Mat Cat Cd: Enter the applicable code that shows the materiel category structure detail for management of Army inventories, if appplicable to your Activity. This field is not accessible if the the Process Id on the UIC table equals “A” and...
	t. NIIN Sts Cd: Enter the code which indicates the present status of the National Item Identification Number recorded in the FLIS database. This code indicates if the NIIN is active, restricted, cancelled, non-procurable, or inactive. This fi...
	u. CIIC Other: If this asset is to be included in the monthly sensitive item reports, but has a non- sensitive CIIC, check this box. The asset will appear on the Other than Weapons and Ammunition Sensitive Item Inventory Report.
	v. DODSASP Cd: If this asset is to be included in the DoD Small Arms Serialization Program, check this box. The asset will appear on the Weapons and Ammunition Sensitive Item Inventory Report.
	w. Calibration Cd: If this asset is to be periodically calibrated, check this box.
	x. TMDE Cd: If this asset is considered as Test, Measurement, and Diagnostic Equipment, check this box. The asset will appear on the TMDE Inventory Report.
	y. Click on the Maintenance tab.

	STEP 7:
	a. Svc Cd: Select the appropriate code, if the asset is a Production and Service item (P&SE) or a mobile item
	b. Util Cd: Select the utilization criteria for the P&SE or mobile asset. Refer to References for the appropriate codes.
	c. Vehicle Grp Cd: Select the appropriate grouping for vehicles. See Annex G of the DPAS On-Line Help for a complete listing of these codes.
	d. Maint Grp Id: Select the user-defined code that categorizes groups of assets that are available for maintenance. These codes are created in the Utilities module.
	e. Min Pct Util: Enter the lowest percentage of utilization for the item for the P&SE or Mobile asset.
	f. Obj Pct Util: Enter the objective percentage of utilization for the item for the P&SE or Mobile asset.
	g. Svc Life Mi/Hr: Enter the actual miles or hours of service life of the asset.
	h. Click Add.
	i. If the LIN is correct for the item you have cata loged, select Continue.
	j. Click OK.
	k. Click Exit.

	Changing Information on a Catalog Record
	1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
	2. Click OK.
	3. Make the necessary change(s).
	4. Click Change.

	Deleting a Catalog Record
	1. Once you are ready to delete the item, enter the Stock Nbr in the Key Data screen.
	2. Click OK.
	3. Click Delete.
	Practical Exercise: Adding Catalog Records
	Adding A Catalog Record Using A Management Control Number (MCN)
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Catalog Actions from the program group.
	3. Select Catalog from the program list.
	a. Select how you want to search for the FSC. If you search by description, you will get an alphabetical list.
	b. Scroll through the list of FSCs and select the appropriate class.
	c. Click OK.
	a. NCB Cd: Using the pick list, select the National Codification Bureau Number (or Country Code).
	b. Item Nbr: Enter a 3-position code. This is user defined and the first position MUST be an alphabetic character followed by 2 numbers.
	c. Click OK.
	a. Enter the number that you want the first assigned sequential number to be. For example, if your MCN begins with 702500F11 and you enter 1 for the beginning MCN Serial Number, your stock number will be 702500F110001.
	b. Click OK.


	HINT!
	If you enter 1 as the beginning MCN Serial Number every time you assign a new MCN, DPAS will read the Catalog table to assign the next sequential number. For example, if you have the MCN 702500F110001 already established, and you use the same...
	Changing Information on an MCN Record
	1. Enter the MCN on the Key Data screen for the item you are changing.
	2. Click OK.
	3. Make the necessary change(s).
	4. Click Change.

	Deleting an MCN Record
	If you wish to delete an MCN record from the catalog, you will need to ensure that there are no items on order, no authorization records, or items on hand with that particular MCN stock number.
	1. Once you are ready to delete the item, enter the MCN Stock Nbr in the Key Data screen.
	2. Click OK.
	3. Click Delete.
	Adding A Manufacturer Key
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Catalog Actions from the program group.
	3. Select Mfr Prt Nbr from the program list.
	a. Stock Nbr: Enter the stock number for which you are adding a manufacturer key.
	b. Mfr Key: Click on the browse button to display any manufacturer’s that may have previously been established.


	STEP 3:
	The next available manufacturer key is displayed.
	STEP 4:
	a. CAGE Cd: Enter the Commercial and Government Entity (CAGE) Code of the item, if available. This field is mandatory if you cataloged the item with a Maintenance Group Code.
	b. Mfr Part Nbr: Enter the Mfr Part Number or Model of the item.
	c. IT Mfr Cd: If the item is IT AND you know the 3-position manufacturer code, then enter it in this field. If you do not know the IT Mfr Cd, click on the browse button to search the IT Mfr Table (see the hint below).

	If you clicked the browse button for the IT Mfr Cd, you have the choice to browse by either the manufacturer name or manufacturer code.
	CRE Cordell Engineering
	DLU Dell Computer Corporation
	DH8 Dellware
	HDF H Dell Foster Co (Part of Kue)
	DLU Dell Computer Corporation
	DH8 Dellware
	d. Mfr Name: For IT equipment, this field will be populated from the IT Mfr Table. For non-IT equipment, enter the name of the manufacturer.
	e. Ref File Name: By clicking on this button, you will be able to attach a file, picture, etc., to the item.
	f. If you click on the pencil button, this will display any existing files for that Stock Nbr.
	g. Click Add.
	h. Click OK.
	i. Click Exit.

	Requesting A New IT Manufacturer Code
	If there is no IT Manufacturer Code for your manufacturer, you can request a new one.
	STEP 2:
	You will be taken to the DPAS Home Page.
	If you are NOT a Navy Activity:
	If you are a Navy Activity:
	STEP 3:
	. Complete the form and click Submit Form at the bottom of the page.
	For Non-Navy Activities: For Navy Activities:
	Changing Mfr Keys
	1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
	2. Enter or browse for the Mfr Key you are changing.
	3. Click OK.
	4. Make the necessary change.
	5. Click Change.

	Deleting Mfr Keys
	1. Enter the Stock Nbr on the Key Data screen for the item you are changing.
	2. Enter or browse for the Mfr Key you are deleting.
	3. Click OK.
	4. Click Delete.
	Adding Expanded Descriptions
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Catalog Actions from the program group.
	3. Select Expanded Desc from the program list.
	a. Stock Nbr: Enter the stock number.
	b. Click OK.
	a. Desc: Enter your expanded description for this item. You can enter up to 250 characters of information in this box.
	b. Click Add.
	1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
	2. Click OK.
	3. Make the necessary change.
	4. Click Change.
	1. Enter the Stock Nbr on the Key Data screen for the description you are deleting.
	2. Click OK.
	3. Click Change.


	Adding Reference Publication Information
	1. Select the Catalog icon, or select Catalog from the menu bar.
	2. Select Catalog Actions from the program group.
	3. Select Ref Publication from the program list.
	a. Stock Nbr: Enter the Stock Nbr for which you are adding the publication.
	b. Publication Key: Enter a numeric key (from 1 to 9).
	c. Click OK.
	a. Publication Title: Enter the title of the publication.
	b. Publication Dt: Enter the date of the publication (must be in YYYYMMDD sequence).
	c. Click Add.
	1. Enter the Stock Nbr on the Key Data screen for the description you are changing.
	2. Enter the Publication Key that you wish to change.
	3. Click OK.
	4. Make the necessary change.
	5. Click Change.
	1. Enter the Stock Nbr on the Key Data screen for the description you are deleting.
	2. Enter the Publication Key that you wish to delete.
	3. Click OK.
	4. Click Delete.


	Introduction To The Document Register
	Requesting A Document Number
	1. Select the Document Register icon, or select Doc Reg from the menu bar.
	2. Select Supply Requests from the Document Register program group.
	3. Select Issue from the Supply Requests program list.
	a. UIC: Enter your UIC.
	b. DIC: From the drop down list box, select the appropriate Document Identifier Code for the item for which you are getting the document number.
	c. Stock Nbr: Enter or browse for the Stock Nbr. The Stock Nbr must be consistent with the DIC that you selected. For example, if you enter a true NSN (13-position numeric characters), then your DIC must be for an NSN. If your Stock Nbr is an...
	d. Document Number Assignment Group Box: Select the appropriate document number assignment. Automated: DPAS will automatically generate a document number once you process the transaction. Manual: This will be user defined.
	e. Click OK.
	a. Doc Nbr: If your Activity interfaces with SARSS-O AND you selected to assign your document number automatically, this field will populate with the unit’s DoDAAC. If your Activity does not interface with SARSS-O AND you selected to assign y...
	b. Block: Click the browse button to display the blocks of document numbers for assignment.
	c. HRH Nbr: Enter the appropriate Major Hand Receipt Holder Number and/or Sub Hand Receipt Holder Number.
	d. RIC: Enter the Routing Identifier Code. This field will not be mandatory for Activities that interface with SARSS-O.
	e. Media Sts Cd: Select the appropriate code that describes the type of status report, who receives it, and method of status. Refer to References for the appropriate codes.
	f. Qty: Enter the quantity being ordered or the quantity from the receipt documentation.
	g. Demand Cd: Select the type demand for the item. Refer to References for the appropriate codes.
	h. Supp Address: If you are identifying an alternate address for shipping and/or billing, enter the appropriate address.
	i. Signal Cd: Select the appropriate code to identify where the item(s) is to be shipped as well as who to bill. The default is displayed. Refer to References for the appropriate codes.
	j. Fund Cd/Appn: Click on the browse button to display the valid Fund Codes and/or Appropriation Allotment Serial Numbers. Select the appropriate code(s) for the item.
	k. Dstrn Cd: Enter the delivery point, distribution/end item or type requirement code, if applicable to your Activity.
	l. Prj Cd: If this item is being used for a specific project, enter the appropriate project code.
	m. Postpost: Check this box if the asset has already been received and there is no requirement for the requisition to be transmitted to the Supply Support Activity.
	n. PD: Select the appropriate Priority Designation for your Activity from the pick list. Refer to References for the appropriate codes.
	o. RDD: Enter the 3-position Julian date that indicates the Required Delivery Date of the item.
	p. Click Next Page.
	a. Advice Cd: If you have special instructions for the SSA, select the appropriate code from the pick list. Refer to References for the appropriate codes.
	b. Acq Cost: Enter the expected cost of the item. This field will display the Unit Cost from the Catalog Table, if one was entered. This field will also carry over to the End Item Increase screen when you add the item to the Property Book.
	c. Cond Cd: If this field is accessible, you can select the Condition Code for the item.
	d. Authn Ctl Nbr: If your Activity uses authorizations, it is recommended that you enter your Authorization Control Number for the item so that your due-ins appear correctly on your Hand Receipt report. If your Activity does not use authoriza...
	e. Nomen: If the Stock Nbr that was entered on the Key Data screen was found on the Catalog Table, then this field will be displayed and cannot be changed. If the Stock Nbr that was entered is not on the Catalog Table, you must supply the Nom...
	f. Expt Id Cd: If your Activity interfaces with AMCISS, then this field is available for you to identify consumable items. Refer to References for the appropriate codes.
	g. Strat Cd: If your Activity interfaces with AMCISS, then this field is available for you to designate the reason for the supply request. Refer to References for the appropriate codes.
	h. Acct Process Cd: If your Activity interfaces with SARSS-O, then use this field to identify specific accounting requirements.
	i. EOR Ind: If your Activity interfaces with AMICSS, this field will not be accessible.
	j. Ref Text: If your Activity interfaces with SARSS-O, identify any documentation that should be included with the order.
	k. Reparable Cd: If your Activity interfaces with SARSS-O, select the appropriate code to identify items as reparable or non-reparable. Refer to References for the appropriate codes.
	l. Office: Enter the appropriate office for your Activity. This field will display on the End Item Increase screen for this item. If you do not enter anything on this screen, you will need to enter the office on the increase screen.
	m. Task Cd: Enter the appropriate task code for your Activity, if applicable. This field will display on the End Item Increase screen for this item. If you do not enter a task code on this screen for capital items, you will have to enter the ...
	n. Job Order Nbr: Enter the appropriate Job Order Number, if applicable. This field will display on the End Item Increase screen for this item. If you do not enter a job order number on this screen for capital items, you will have to enter th...
	o. Site Cd: If site codes were previously established in the Utilities module, click on the browse button to display the valid codes. Select the code that identifies the storage location of the item.
	p. Local Use: This is a free field.
	q. Remarks: Enter any applicable remarks.
	r. Click Save.
	s. Click OK.
	t. Click Exit.

	Practical Exercise: Request for Issue
	Document Register Inquiry
	a. Scroll down the Selection Fields to select UIC.
	b. Leave the operator set to equal to (=).
	c. Enter your UIC.
	d. Click OK or just hit the Enter key on your keyboard.

	Running A Report Of Open Supply Actions
	1. Select the Document Register icon, or select Doc Reg from the menu bar.
	2. Select Reports from the program group.
	3. Select Generate from the program list.
	a. Options Group Box: Select the appropriate option.
	b. Sort Sequence Group Box: Select how you want your report sorted.
	c. UIC: Enter or browse for your UIC, if you selected the option Selective.
	d. HRH Nbr: Enter or browse for your HRH Nbr, if you selected the option Selective. This is optional.
	e. DIC: Select which DIC you want for your report.
	f. Block From: Enter the beginning block number.
	g. Block To: Enter the ending block number.
	h. Begin Dt: Enter the beginning date.
	i. End Dt: Enter the ending date.
	j. Click Submit.

	Introduction To Hand Receipt
	Adding Items To The Property Book
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select End Item Actions from the program group.
	3. Select Increase from the program list.
	a. Type Action Group Box: Select the appropriate action for increasing the asset.
	b. Bulk Asset: Check this box if the asset is bulk managed. In order to use the Bulk Asset check box, the item must be cataloged with a Management Code of B (bulk managed).
	c. UIC: Enter or browse for your UIC. You can set User Defaults to automatically display this field).
	d. Doc Nbr: Enter or browse for the Document Number for the asset.
	e. Bar Cd: If your Activity bar codes assets, enter a bar code for the item. If not, leave this field blank.
	f. Stock Nbr: Enter or browse for the stock number of the item.
	g. Serial Nbr: Enter the serial number of the item.
	h. Click OK.
	a. HRH Nbr: Enter or browse for the appropriate HRH Nbr.
	b. Acq Cost: Enter the actual cost of the item.
	c. Fund Cd/Appn: Enter or browse for the appropriate fund code and/or appropriation allotment serial number.
	d. Mfr Yr: The default year is the current year. If this is not the year the item was manufactured, you can change it to the correct year.
	e. Mfr Key: Browse for the appropriate manufacturer key. These are established in the Catalog module.
	f. Authn Ctl Nbr: Enter or browse for the authorization control number for the item.
	g. Acq Dt: Enter the date the asset was purchased. Policy varies by Agency.
	h. Eff Dt: Enter the date the property book officer/representative signed for the asset. For real property this is the date facility or improvement accepted. Policy varies by Agency.
	i. Mfr Serial Nbr: Enter the manufacturer’s serial number. This is normally used for mobile and production and service item. This could be used for a vehicle’s Vehicle Identification Number (VIN).
	j. Qty: This field is not accessible for serially-managed items. If you checked the bulk assets check box on the Key Data screen, then enter the number of items you are adding.
	k. Asset Cd: Select the appropriate asset code. The default is K-Equipment. Refer to References for appropriate codes.
	l. Cptl Cd: If there is an exception to capitalization, you can change it from the default of N/A. But normally, this code will not need to be changed.
	m. Exp Cd: Select if the depreciation for the item is funded or not funded. The default is 1 - Funded.
	n. Lo/Le Cd: If the item is in on loan or leased, select the appropriate code. The default
	o. Office: Enter the Office. Policy varies by Agency. Refer to DPAS Help for Agency guidance.
	p. Task Cd: Enter the task code of the item. This field is MANDATORY for capital assets.
	q. Job Order Nbr: Enter the Job Order number that is assigned by your Finance office. This field is MANDATORY for capital assets.
	r. Cntr/PO Nbr: Enter the Contract or Purchase Order number for the item.
	s. Click Next Page.
	a. Loc: Enter or browse for the physical location of the item. This field is MANDATORY. The information for this field is established in the Utilities module.
	b. Sub Loc: Enter a sub location of the asset, if desired.
	c. Site Cd: Enter or browse for the asset’s storage location. These codes are established in the Utilities module.
	d. PBIC: Enter or browse for the property book identification code. These codes are established in the Utilities module.
	e. Lot Nbr: For bulk items, enter the lot number assigned.
	f. Expr Dt: Enter the expiration date when an asset is no longer considered usable for its intended purpose, or the date the authority to operate the asset ends.
	g. Cond Cd: Select the appropriate condition code of the item. This defaults to A - Serviceable (without qualifications).
	h. Asset Sts Cd: Enter the status of this item. Valid codes are: Inbound, Layaway, Not In Use, Outbound and the default is In Use.
	i. Transfer Type Cd: If the asset is being transferred in, enter the code that identifies the type of transfer.
	j. Sending DoDAAC: If the asset is being transferred in, enter the losing Activity’s DoDAAC.
	k. IPE Nbr: Enter the Industrial Plant Equipment number, if used.
	l. Sys Id: Enter the user-defined system identification number, if used.
	m. Local Use: This is a free field.
	n. Remarks: Enter any user remarks, if desired.
	o. Ref File Name...: Click this button if you want to attach any reference files to the item (i.e., Word documents, pictures, videos, etc.).
	p. Click Save.
	a. If desired, select an applicable action.
	b. Click OK.

	Practical Exercise: End Item Increase
	Introduction To Accounting
	Activating Depreciation For A Capital Asset
	1. Select the Accounting icon, or select Accounting from the menu bar.
	2. Select Depreciation Actions from the program group.
	3. Select Depreciation Change from the program list.
	a. Select the appropriate option:
	b. Bar Cd: If your Activity uses bar codes, enter the bar code of the asset, otherwise:
	c. UIC: Enter or browse for your UIC.
	d. Click OK.
	a. Activation Dt: Enter the Activation Date in YYYYMMDD format (or use the calendar button to select the appropriate date).
	b. Deprn Period: If the Depreciation Period is to be other than what is displayed, then change the period to reflect the depreciation period in months.
	c. Prior Deprn: If the asset is a new pro curement, this field is not accessible. If the asset is transferred in, then enter any Prior Depreciation for the item.
	d. Residual Value: If applicable to your Activity, enter the residual value (or salvage/junk value) for the item.
	e. Deprn Office: Enter the office where depreciation expenses are charged (based on local policies).
	f. Deprn Task Cd: Enter the depreciation task code that is assigned by your Finance and Accounting office.
	g. Deprn Job Order Nbr: Enter the job order number or code where depreciation expenses are charged.
	h. Full Deprn Cd: If you need to stop depreciation, change this code to S. Refer to References for appropriate codes.
	i. Click Save.
	j. Click OK.
	k. Click Exit.

	Practical Exercise: Activating A Capital Asset
	Adding Warranty/Service Information
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Warranty/Svc/Loan/Lease from the program group.
	a. Bar Cd: If your Activity uses bar codes, enter the bar code of the asset, otherwise:
	b. Local Id Nbr: If the item has been assigned a local identification number (such as a bumper number for vehicles), this number can be entered instead of the Bar Code or the Stock Nbr/Serial Nbr combination.
	c. Click OK.
	a. Warranty/Svc Cd: Click on the drop down list button. If you are establishing a warranty, select Warranty.
	b. Expr Rpt Cd: Click on the drop down list button. Select the appropriate number of days in advance of the warranty/ service agreement expiration date that an asset will appear on the Warranty/ Service/Loan/Lease Report.
	c. Warranty Hrs/Miles: This field will only display if the asset has been cataloged with a Utilization Code of hours or miles. In such a case, enter the number of warranty miles or hours.
	d. Cntr/PO Nbr: Enter the contract or purchase order number, if available.
	e. Start/Expr Dt: In the first box, enter the date the warranty or service started for the asset. In the second box, enter the date the warranty or service is to end for the asset.
	f. Expr Rpt Cd: Click on the drop down list button. Select the appropriate number of days in advance of the loan/lease agreement expiration date that an asset will appear on the Warranty/ Service/Loan/ Lease Report.
	g. Start/Expr Dt: In the first box, enter the date the loan or lease started for the asset. In the second box, enter the date the loan or lease is to end for the asset.
	h. Click Next Page.
	a. POC: Enter the point of contact for the vendor.
	b. Phone: Enter the vendor’s phone number.
	c. Name: Enter the name of the vendor.
	d. Address: Enter the address of the vendor.
	e. Remarks: Enter any remarks, if desired.
	f. Click Add.
	g. Click OK.
	h. Click Exit.


	Changing Warranty Information
	1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code or the Stock Nbr and Serial Nbr.
	2. Click OK.
	3. Make the necessary change(s).
	4. Click Change.

	Deleting a Catalog Record
	1. Enter the Bar Cd (if you are using bar codes) OR enter the Stock Nbr AND Serial Nbr of the item you are changing. If you have assigned a Local Id to the item, you can enter that instead of the Bar Code or the Stock Nbr and Serial Nbr.
	2. Click OK.
	3. Click Delete.
	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 your UIC.
	e. If you want to include a Report Message, check this box.
	f. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	g. Click OK.
	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.

	Practical Exercise: Generate a Hand Receipt
	Introduction To Turn-Ins
	Obtaining A Turn-In Document Number
	1. Select the Document Register icon, or select Doc Reg from the menu bar.
	2. Select Supply Requests from the program group.
	3. Select Turn-In from the program list.
	a. Select the appropriate Document Number assignment.
	b. UIC: Enter or browse for your UIC.
	c. Stock Nbr: Enter or browse for the Stock Nbr of the asset you are turning in.
	d. Destn Id: Browse to display the Destination Identification Codes that have been assigned to your UIC. These codes are added to DPAS through the Utilities module.
	e. Transfer Cd: Browse to display the Transfer Codes that have been assigned to your UIC. These codes are added to DPAS through the Utilities module.
	f. Include Turn-In Messages: Check this box if you want to include any turn-in messages on your DD Form 1348-1 that you have previously established. These messages are added to DPAS through the Utilities module.
	g. Non-Property Book: Check this box if the item you are turning in is not on your property book. You will also have the capability to print a DD Form 1348 or a DA Form 2765 for non-property book items.
	h. Click OK.
	a. Doc Nbr: If your Activity interfaces with SARRS-O AND you selected Automated document number assignment, this field will be displayed with the unit’s DoDAAC.
	b. Block: Click the browse button to display the blocks of document numbers for assignment. This field is not available for manual document number assignment.
	c. DIC: Select Z3A.
	d. RIC: Enter your Routing Identifier Code. Refer to References for appropriate codes.
	e. Media Sts Cd: Enter the Media Status Code, if accessible (AMCISS users). Refer to References for appropriate codes.
	f. UI: Select the appropriate code for how the item is packaged. Use the drop down list box to display valid codes.
	g. Qty: Enter the quantity you are turning in.
	h. Nomen: This field is displayed from the catalog table if the item is on your property book. If you selected Non-Property Book from the Key Data screen, then you will need to enter the nomenclature of the item you are turning in.
	i. Supp Address: If applicable, enter a Supplemental Address for the asset you are turning in.
	j. Fund Cd/Appn: Click on the browse button to display the valid fund codes and appropriation allotment serial numbers. Select the appropriate code.
	k. Signal Cd: Click on the drop down list box to display the valid signal codes. Select the appropriate code. Refer to References for appropriate codes.
	l. Acq Cost: Enter the actual cost of the asset.
	m. Cond Cd: Click on the drop down list box to display the valid condition codes. Select the condition of the item you are turning in.
	n. Local Use: Enter any applicable local information. This is a “free” field.
	o. Remarks: Enter a justification of why the asset is being turned in.
	p. Addl Data: Enter any additional information here. If the item is non-property book, you may enter the serial number(s) of the asset(s) you are turning in. This will ensure that the serial numbers will be printed on the DD Form 1348-1A.
	q. Click Save.
	r. Click OK.
	s. Click Exit.


	INCLUDE TRANSFER MESSAGES:
	a. Click the browse buttons to select the message you want to include. You can add up to two (2) transfer messages to be included on your DD Form 1348-1A.
	b. Click OK.
	Practical Exercise: Create A Turn-in Document
	Designating An Asset To Turn-In/Transfer
	1. Select the Document Register icon, or select Doc Reg from the menu bar.
	2. Select Supply Requests from the program group.
	3. Select Turn-In from the program list.
	a. UIC: Enter or browse for your UIC.
	b. Doc Nbr: Enter or browse for your document number.
	c. Turn-in/Transfer Info Change: If you already have items on the Detail table and you want to change the turn-in or transfer information, check this box. Once this is done and you click OK, the only fields accessible on the process screen ar...
	d. Click OK.
	a. Destn Id: Browse to display the valid destination identification codes for your UIC. Select the appropriate code for the item.
	b. Transfer Cd: Browse to display the valid transfer codes for your UIC. Select the appropriate code for the item.
	c. Site Id To: If the item is being transferred to another DPAS database (site id), enter the gaining activity’s site id. Otherwise, this field will not be accessible.
	d. UIC To: Enter the UIC that the item is being transferred to. This field is only accessible if the document number is a lateral transfer.
	e. Transfer Type Cd: If the item is being transferred, click on the drop down list box to display the valid transfer type codes.
	f. Bar Cd: If your Activity uses bar codes, enter the bar code of the item you will be turning in or transferring.
	g. Stock Nbr and Serial Nbr: Enter the stock number AND serial number of the item(s) you are turning in or transferring.
	h. Qty: If the item has a serial number, you do not need to enter anything in this field. If the item is bulk managed (no serial number), enter the quantity you are turning in or transferring.
	i. Click Add.
	j. Once you have all the items added in this window, click Exit to complete this process.
	k. Click Exit.

	Generating A Transfer And/Or Turn-In Form
	1. Select the Document Register icon, or select Doc Reg from the menu bar.
	2. Select Detail Turn-In/Transfer from the program group.
	3. Select Generate Forms from the program list.
	a. Generate Forms By: Select how you want to generate your forms.
	b. UIC: If you are generating the forms by UIC, enter the UIC. Otherwise, this field will not be accessible.
	c. Doc Nbr: If you are generating the forms by Doc Nbr, enter the document number. Otherwise, this field will not be accessible.
	d. Date: If you are generating the forms by Date, enter the date (YYYYMMDD format). Otherwise, this field will not be accessible.
	e. Type: If you are generating the forms by Type, the UIC, Doc Nbr and Date will not be accessible.
	f. For Turn-Ins, select which form you want printed.
	g. For Lateral Transfers, select which form you want printed.
	h. Click Submit.
	a. Select the TURN-IN/LATERAL TRANSFER FORMS report. Double-click it or highlight and click the View button.
	b. Click View.

	Introduction To Decreases
	Removing An Asset From The Property Book
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select End Item Actions from the program group.
	3. Select Decrease from the program list.
	a. Select the Type Action for deleting the item from your property book/inventory.
	b.
	c.
	d.
	e.
	f.
	g. Click OK.
	a. Doc Nbr: Click the browse button to display the document numbers for the type action you selected on the Key Data screen. If you entered this screen from the Document Register, your document number will be displayed.
	b. Qty: For bulk items, enter the quantity you are decreasing. This field is not avail able for serial numbered assets.
	c. Eff Dt: This date is displayed with the date the hand receipt holder signed for the item. It can be changed, if necessary.
	d. Acq Cost: This field is displayed and cannot be changed.
	e. Receiving DODAAC: If the item is being transferred out, enter the DODAAC of the receiving Activity.
	f. Transfer Type Cd: If the item is being transferred out, select the appropriate transfer code.
	g. Write Off: This is automatically checked on a transfer outside the government only, mass turn-in, and mass transfer out.
	h. Selling Price: This field is only available when the Type Action Code is Sales. You would then enter the selling price of the item.
	i. Remarks: Enter a remark.
	j. Click Save.
	k. If you want to close the document number, click Yes, otherwise, click No.
	l. Click OK.
	m. Click Exit.

	Practical Exercise: End Item Decrease
	Generating The Increase/Decrease Report
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Reports from the program group.
	3. Select Generate from the program list.
	a. If you want the report for a specific HRH Nbr, choose Selective.
	b. If you want your actions for a particular date, then choose Selective.
	c. UIC: Enter or browse for the UIC.
	d. HRH Nbr: Enter or browse for the HRH Nbr. If you selected All for the HRH, then this field will not be accessible.
	e. Begin Dt: Enter the beginning date or use the calendar button to select the date. Date must be in YYYYMMDD format.
	f. End Dt: Enter the ending date or use the calendar button to select the date. Date must be in YYYYMMDD format. This field is only accessible if you selected the Range option.
	g. Tran Time: If you want the report from a particular transction time, enter the time that was posted to the history table.
	h. Click Submit.
	a. Select the Increase/Decrease Actions Report.
	b. Click View.

	Reviewing The History Inquiry
	1. Select the Inquiries icon, or select Inquiries from the menu bar.
	2. Select Hand Receipt from the program group.
	3. Select History from the program list.
	a. Select the field(s) you want to query on. For now, we will sselect HRH Nbr and Tran Dt.
	b. Click OK.



