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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 1V, 1.5 GHz, it takes

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

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

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

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

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

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

INTRODUCTION

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

PREREQUISITES
None

STEPS TO PERFORM ACTION

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

=

Catalog

Catalog Ackions  #

Mass Changes #

Interfaces 3

Reports 3

MFr Part Mbr
Ref Publication
Expanded Desc

Help

SKOJBIIAAL

IT Device Cd
IT Mfr d

FED LG

5B FO0-20

MFr PrE mbr Hiskary
Histarsy
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Querying The Catalog

=« STEP 1:

Catalog Selection Criteria
Selection Fields:

ACC
Acq Advice Cd
ARC
CIC
clc

a. Highlight the Data Field to query on.

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

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

ECC .
Equip Deprn Cd view format.
FSC

CIIC Other
CMC
Calibration Cd
Class Cd
DODIC

Generic Nomen

Haz Mat Cd .

IT Asset

IT Device Cd Query Views
LCcC

Eig Jﬂ Card View Displays your query one record

e at a time.
& Card

" Report

Menu FEavorites OK Clear Exit I

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

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

()

. HINTS!

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

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

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

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

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

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

Wil I rch

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

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

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

Card View Format

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

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

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

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

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

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

b. Click OK.

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

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

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

&l Displays system inquiry menus.

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

Allows you to save the inquiry as a favorite.

Report Format Tool Buttons

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

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

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

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

i

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

INTRODUCTION

This section outlines the procedures for querying the FEDLOG table.

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

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

=

Catalog

Catalog Ackions  #

Mass Changes  #

Interfaces r

Reporks L4

Catdog
. MFr Park Mbr
i Fef Publication

Expanded Desc
SKOJBILAAL
IT Device Cd
IT Mfr Cd

FED Lz

56 FO0-Z0

rFr Prt: Wby Histary:
Hiskory
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STEP:

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

Fed Log Selection Criteria

Selection Fields:

View
& Card
" Report

FSC =
NIIN

Nomen

151

Selected Fields and Values:

a. Select the field you want to
query by.

b. Select the operator for your
filter.

c. Enter your search criteria.

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

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

Export | Print

| Mexaso | neuieve an |

Card ¥iew |

Cancel

| New Inguiry |

Exit |
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Adding A Catalog Record
MODULE: Catalog

INTRODUCTION

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

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

OBJECTIVES
None
PREREQUISITES
None
STEPS TO PERFORM ACTION

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

<

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

¢ Reef Publication

Inkerfaces »  Expanded Desc

Reports b SKO/BILAAI Cnfg

Inquiries 3

Help
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Adding A Catalog Record

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

New MCN

0K I Clear Exit

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

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

[ 0K E Clear | Cancel |

DPAS Catalog FED LOG Catalog

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

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

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

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

Stock Nbr Browse Ed

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

STEP 3:

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

DPAS CATALOG

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

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

(1228088682798 TRUCK,CARRIAGE ER 8.98 S9FE

(1270608986778 TRUCKING MOUNT,STABIL ER 33826.18 FLZ

E 1426086896296 TRUCK ,HAND ,PROJEC EA 366.00 N35

450000664526 TRUCK,GUIDED MISSILE EA 7486.06 FG2

1450000752117 TRUCK,GUIDED MISSILE ER 174.600 FLZ J

(1450681866142 TRUCK,GUIDED WISSILE ER 3600.88 NCB

M450081762709 TRUCK,GUIDED MISSILE EA 13941.00 AKZ

4506081762712 TRUCK,GUIDED MISSILE X45549 ER 16138.00 AKZ

450001802492 TRUCK,GUIDED MISSILE EA 250.00 FL2

q »

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

% Catalog Add/Change/Delete

/=]
=l

Bl ] =(rd

Basic |Addl'| Attributes | Maintenance |

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

Generic Nomen: |

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

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

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

| " IT Asset

IT Device Cd: _I ‘

Deleie | add | cancel | Exit |

o ENTERING LINS IN DPAS:

There are 2 ways to enter a LIN in DPAS:

STEP 5:

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

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

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

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

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

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

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

700-20.

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

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

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

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

References for the appropriate codes.

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

the appropriate codes.

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

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

codes.

CH 2
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Adding A Catalog Record

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

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

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

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

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

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

Code for the asset.

L7

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Local Use: This is a free field.

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

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

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

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

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

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

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

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

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

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

STEP 7: = :

Basic | Addt'l Attributes Maintenance

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

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

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

d. Maint Grp Id: Select the user-defined

code that categorizes groups of assets

that are available for maintenance. LElEts Add ol Exit

These codes are created in the Utilities

module.

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

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

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

Click Add.

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

Sve Cd: [

Uil Cd: [

Ll e L]

Vehicle Grp Cd: |

MaintGrp 1d: [ .|

o ™o

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

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

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

Changing Information on a Catalog Record

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

2. Click OK.

3. Make the necessary change(s).

4. Click Change.
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Deletin log Recor

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

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

Title: Adding Catalog Records

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

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

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

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

Given:

For Army (Replace XX with your Student

For Marine Corps

Number)

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

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

For All Other Agencies

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

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

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

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

(MCN)
MODULE: Catalog

INTRODUCTION

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

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

PREREQUISITES
None
STEPS TO PERFORM ACTION

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

<

Catalog

Catalog Actions Catalog
Mass Ch . MFr Prt M

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

Search By
’76‘ Code ¢ Description

Search Field:

THROUGH 3 BHH

18085 -GUNS,
1818 -GUNS,

OUER 3@MHM UP TO 75HMH

1815 -GUNS, 75HHM - 125HMH

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

1835 -GUHS,
1Gh0 —CHHCI
i

OUER 3@8HH

HPHS £ ENlp

OK

il

STEP 4:

STEP 3:

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

c. Click OK.

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

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

c. Click OK.

CH1
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FSC: | @
NCB Cd: | =
Item Nbr: I
oK | Clear | Cancel
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STEP 5:
MCN Serial Number ﬂ
The MCN Serial Number for the ltem Nbr has not heen a. Enter the number that you want the first
previously assigned. assigned sequential number to be. For

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

= 702500F110001.

b. Click OK.

Enter beqginning MCN Serial Number: I

- <5 HINT!

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

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

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

Changing Inf i MCN R I

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

3. Make the necessary change(s).

4. Click Change.

Deleting an MCN R I

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

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

INTRODUCTION

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

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

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

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

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

U

Catalog
Catalog Actions 1 [EEEELERN
Mt Prt hbe

Mass Changes

Ref Publication
Interfaces b Expanded Desc
Reparts b SKOUBILART Cnfg
[nquiries 3
Help
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a. Stock Nbr: Enter the stock number for

which you are adding a manufacturer key.

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

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

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

STEP 2:

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

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

Mir Key
Mfr
Key

Hfr Hm

1 GATEWAY (SYSTEMS) IHC
8  UNASSIGHED

Hfr Part Hbr
433MD7 7

4 |

OK I Assign New Key

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

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

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

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

g. Click Add.

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

i. Click Exit.
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Requesting A New IT Manufacturer Code

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

~Key Data
Stock Nbr:

Mfr Key:
Nomen:

—

CAGE Cd:

Mir Part Nbr: I

_I Request New IT Mfr Cd

IT Mfr Cd:

Mir Name: I

Ref File Name ... | |

Related Data Delete Cancel

Exit |

STEP 2:

You will be taken to the DPAS Home Page.

If you are NOT a Navy Activity:

Click on IT Manufacturer Code
Request Form.

If you are a Navy Activity:

Click on Navy Online IT Manufacturer
Code Request Form.

CH1
20 July 2004

STEP 1:

¢ Click on the Request New IT Mfr Cd button.

DPAS

Defense Property
Accountability System

About Us

Manufacturer Codes

i IT Manufacturer Code

Request Form IT Marufacturer Code Request

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

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

Quick Links

i Access to DPAS

i Trouble Ticket

The software Training Library Contact Us

IT Manufacturer Code Request Links
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STEP 3:

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

For Non-Navy Activities: For Navy Activities:

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

) T e e e —y ey z] e ks ™

NAVY DPAS SUPPORT TEAM REQUEST FORM

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

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

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

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

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

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

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

Stock Nbr: | ]
Mir Key: I _|

Changing Mfr Keys

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

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

3. Click OK.

4. Make the necessary change.

5. Click Change.
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Deleting Mfr Keys

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

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

3. Click OK.

4. Click Delete.
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Adding Expanded Descriptions
MODULE: Catalog

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

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

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

<

Catalog

atalog Actions Catalog
Mass Ch R MFr Prt Kb

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

STEP 1:

o [x

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

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

You are returned to the Key Data screen.

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

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

INTRODUCTION

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

OBJECTIVES

None
PREREQUISITES

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

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

S

Catalog

Catalog Actions Catalog
MFr Prk Mbr

Mass Changes

Ref Publication
Interfaces 3 Expanded Desc
Reports 3 SKEOJBILfAAL Cnfg
Inquiries k
Help
STEP 1:
X
ﬂ -
a. Stock Nbr: Enter the Stock Nbr for which
Stock Nbr: | D Publication Key: | J you are adding the publication.
b. Publication Key: Enter a numeric key
ok | cear | Exit | (from 1 to 9).
c. Click OK.
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STEP 2: 2 Reference Publication Add/Change/Delete 1ol x|
441 =/ -
a. Publication Title: Enter the title of the
publication. [
b. Publication Dt: Enter the date of the Stock Nbr: (P oo (7
publication (must be in YYYYMMDD
sequence). Nomen:
c. Click Add.

Publication Title: |

Publication Dt: I

Delete Add Cancel Exit

You are returned to the Key Data screen.

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

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

hanging Reference Publication

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

3. Click OK.

4. Make the necessary change.

5. Click Change.

Deleting Reference Publication

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

3. Click OK.

4. Click Delete.
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Introduction To The Document Register

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

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

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

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

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

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

INTRODUCTION

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

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

PREREQUISITES

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

STEPS TO PERFORM ACTION

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

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

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

L= <]

1

Stock Nr; J
K|

Clear | Exit |

STEP 1:

UIC: Enter your UIC.

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

c. Stock Nbr: Enter or browse for the Stock

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

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

e. Click OK.

STEP 2:

.. . ~Key Data D Regi

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

with SARSS-O AND you selected to DIC:

. Stock Nbr: Block: [ L]

assign your document number

automatically, this field will populate N _

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

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

you selected to assign your document ut | o |

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

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

Dstrn Cd: [ Prj Cd: [ [ Postpost

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

document number, enter your document

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

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

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

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

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

CH 2

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

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

r

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

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

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

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

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

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

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

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

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

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

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

Local Use: This is a free field.

Remarks: Enter any applicable remarks.

Click Save.

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

The

S.

CH 2

Transaction Processed dialog box will be displayed.

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

Notice that the Document Number s
is assigned.

t. Click Exit.

CH 2
1 October 2004

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

Title: Create a Request for Issue Document

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

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

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

Given:

For Army (Replace XX with your Student

For Marine Corps

Number)

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

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

For All Other Agencies

e Locally purchased Graphic Computer

e Locally purchased Cargo Truck

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

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

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

Document Register Selection Criteria

Selection Fields:

Acct Process Cd B
Acq Cost

Add| Data

Advice Cd

[Appn Alot Serial Nbr
Authn Ctl Nbr

Buy Cd

Cmpltn Dt

Cntr{PO Nbr

Cond Cd

pIC

Demand Cd

»|
“

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

ETM ed

View
& Card
 Report

ol

Menu FEavori

Selected Fields and Values:

_’_)I

Document Register Inquiry

x|
1]

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

Exit |

a.

b.

Scroll down the Selection
Fields to select UIC.

Leave the operator set to
equal to (=).

Enter your UIC.

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

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

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

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

PREREQUISITES
None

STEPS TO PERFORM ACTION

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

Detail Turn-In/Transfer  #

Interfaces ]

Reports Generate
Inquities b Print
Help

Document Register On-line Repor | STEP 1:

¢ Select the Open Supply check box.
" Supply

[~ Open Supply

" High Priority

[” Open High Priority

Print Rpts Close
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Running A Report Of Open Supply Actions

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

appropriate option. & Selective # Dac Nbr

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

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

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

~Date Range

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

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

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

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

STEP 4:

Document Register On-line Reports

E1E

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

" High Priority
[~ Open High Priority

Print Rpts Close

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

Below is an example of this report:

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

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

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

ACTIVITT: 901V CPEN SUPPLY ACTION REPORT

PERICD FROM: 00000000 TC: 00000000

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

PREREQUISITES

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

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

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

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

STEPS TO PERFORM ACTION

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

Hand
Receipt

End Item Actions Increase

Canmponent Sctions 4 Decrease

Bar CdjSer Mbr Change Lateral Transfer

HRH Pending Turn-In/Transfer S —

DatabaseflUIC Transfer Actions  # ranster
Selected Change

MFr ke Change o

Bulk Asset Price Adjustment pckMbrthange
Price Adjustment

Mass Changes b e

Majfsub Hand Receipt Holder

Warranty)Sve/Loan/Lease

SEQJBIIAAT Invenkary

Excess ackions 4

Irventary Actions 4

Interfaces b

Reports 4

Inquiries b

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

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

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

oo

STEP 1:

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

asset.

Type Actions

New Procure-
ment

New purchase

Transfer In

Item is being transferred in
from another Activity.

Reversal

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

Admn Adj Rpt
(AAR)

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

Ammunition

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

In order to use the Bulk Asset check box,

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

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

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

f. Stock Nbr:
Serial Nbr:
Click OK.

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

a. HRH Nbr: Enter or browse for the

~Key Data

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

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

displayed respectively upon proce