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Navigating DPAS

Navigating DPAS

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

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

W¥DPAS Main Menu

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

Defense Property Accountability System

e

Document Authorizations
Register
Hand Hand Receipt
Receipt Holder
@ UTILITIES
Ad Hoc Utilities
Reports

Maintenance
& Utilization

il

Security

Inquiries

EXIT

Exit DPAS

=0l x|

Inquiies  Ad Hoo  Utilities  Security Help

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

These areas are:

Document Register
Authorizations
Catalog

Accounting

Hand Receipt

Hand Receipt Holder
Maintenance and Utilization
Inquiries

Ad Hoc Reports
Utilities

Security
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Navigating DPAS

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

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

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

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

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

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

key at the same time.

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

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

Defense Property Accountahility System

L&

Supply Requests

Issue
Update Actions 3 Turn-in

Accounting

Miscellaneous Actions

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

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

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

To access a particular process, simply click on the process name with the mouse.
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Navigating DPAS

When any specific process is first accessed, DPAS will display a KEY DATA screen. This screen is used to
enter information DPAS needs to complete the process.

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

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

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

Stock Nbr: | _|

Serial Nbr: | [~ Multiple Entries

ok | Clear | Exit |

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

RADIO BUTTON:

-~ Type Action

To select, click once with the mouse in the circle

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

 Transfer In " Ammunition

" Reversal

CHECK BOX

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

J DATA ENTRY FIELD:

Dac Nbr; |
To navigate between data entry fields, use the TAB key or left-click the

mouse with the cursor/pointer in the field.

BROWSE BUTTONS:

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

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

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

Tells DPAS you are done entering Key Data information.

Clear

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

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

16



Navigating DPAS

Tool Bar Buttons

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

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

i

i 63| Bl ] S

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

the time.

Allows you to access the DPAS Catalog module.

%

Allows you to access the DPAS Inquiry functions.

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

1

Allows you to access the DPAS Report Generation
screens.

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

Allows you to print a report.

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

a8 | b

Allows you to add a date/time stamp.

Y

N

Z

> Not all functions will be available to all users, due to differences in DPAS User Security levels.

v

NOTE:
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DPAS Online Help Screens

DPAS Online Help Screens

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

Help from the Main Menu

Help in each DPAS module

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

YV V V V

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

Click on Help from the menu bar. This will list three options:

DPAS - The main help screen

What's New — The latest information about the release

About DPAS - The User ID and Site Id, and the current release you are using. This is helpful if
you need to contact the Help Desk for assistance.

YV V V V

¥#DPAS Main Menu -10] x|
File DocReg Authn Catalog Accounting Hand Rept HRH Maink/Ukl Inquiries  Ad Hoo o Utilities  Securby | Help

What's

Defense Property Accountahility System L [

Authorizations Catalog Accounting
(7] S
Hand Receipt Maintenance iri
Holder T % Utilization Inquiries

i e Em

Ad Hoc Utilities Security Exit DPAS
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DPAS Online Help Screens

DPAS Help Menu

a. Click on Help from the Main Menu and select DPAS.

This is the main Help screen from DPAS.

=181 =]

DFAS 7900.5-M

DEFENSE
PROPERTY
ACCOUNTABILITY
SYSTEM

DEFENSE
FINANCE AND
ACCOUNTING

SERVICE USERS MANUAL

Release 16.5.00

» The right side window is the text viewing side. Your selection answers will appear here.

» The left side window is the topic selection listing. The three tabs will allow you to select the type of
Help method desired.

The icon tabs indicate their Help functions:

I Contents |@% 1n|:|e:-:| 4 ﬁearchl

b. The default is the Contents tab.

C.
log Module.

d. Click on the Catalog topic.

The following screen will appear:

The right side of the screen will display e
information relating to the topic that was

selected.

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

Click on one of the choices and it will list
the processes involved to complete the

transaction.

[t bt | B [ o ]

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

3| itBewch]

(T

recorded

in the Babal
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DPAS Online Help Screens

The Index tab on the left side of the window will display the help index; sorted alphanumerically, starting

with numbers. As you start typing your search topic, the index menu will automatically jump to the first
character in your search topic.

g. Click on the Index tab.

h. Type in CHANGE. Notice as you start typing, the menu will jump to the first letter and continue with
the remaining letters.

i. Click Change Password for Processing Window.

The following screen will appear:

<& windows Help =1
File Edit Bookmsrk Options Help

Help Topics  Back | Pint | << > webSearch)

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

Change Password for P

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

C1c To Change Password ] :I
faita ]

(CIIC Other foid

CIIC Other To User ID: =m0102

CIIC To

it Old Password:

City Excess

Class Cd -

Class cd To New Password:

Close Sockst Re-enter New Password:

(Closed Dt

(CHMC

CHMC To - "

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

Cmpltd DE Phone Nbr:

Cmpltn Dt

Cmpn Acq Cost .

Cmpn Acg Cost To E-Mail Address: [

‘Cmpn Cd

Crpn Cost cd Submit__ | Clear | Exit

'Crnpn Deprn Cd

Cripn Inyv Oy

(Crpn Lewel

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

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

(Crrc Repair Cd

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

bt h_';l

< »

- The first character cannot be an underscore.
Display =

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

£ Dpashelp : _ 1o x|

e B T S W e . In window 1, type Job. Notice

I [ [
12 Conterts | @, Index dh %ealchl HISTORTES Real Property History. _ that you have two Selections(job
1. Type the word(s) way wish to find. j and Job) in Window 2'

iob | Business View: - HISTORIES

2. Helect matohing wards ta narrow search. Folder: — Real Property His k H hl h b . h H fal

= = . Highlight Job. Notice that in win
AcCC Exp Cd Offic

R T 4 dow 3, there are several topics to
Accumd Deprn Fac Hame Pagm 1 Select-

Aeg Do Fac Mor Pom I

deviom Tec Remarks Text = || Scroll down the list of topics and

sageazs Faid bepra c . highlight HISTORIES Real Prop-

rorn aioe seraa wme To Tena ca 1o o o erty History. Notice on the right
| R " - side of the screen that for the

FOSEIEN e e o 2] || cuseousas o1c Ty . topic you selected, each occur-

DP&S Data El J Deinstallation Cost Instl/Fac Nbr To Resic H H -
rence of the word Job is high

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

END ITEM SERIAL +Serial Hand Rept Order Hbr Inv Due Dt Task Ilg hted .
EMND ITEM SERIAL +Serial Hand Rcpt

Toh
END ITEM SERIAL Depreciation Rl Ordsz Moz T Ordsr Mbr Task
END ITEM SERIAL Improvement Addit Deprn Office BB order mor To Tran
END ITEM SERIAL Serial Hand Receil
HISTORIES Histon

Deprn Office To LHEEZ Dt Tran

HISTORIES Rsal Priopetty History. Deprn Period LHEZ Twm Trast

IMFROVEMENTS MULTIPLE COSTS

IMPROVEMENTS MULTIFLE COSTS Deprn Task €d Last Activity DT UL

IMPROVEMENTS MULTIFLE COSTS

IMPROVEMENTS MULTIPLE COSTS Deprn Task Cd To Loeal Use Text uIc

IMPROVEMENTS MULTIPLE COSTS Doc Id Hebr Login Id uIc -

IMPAOVEMENTS MULTIPLE COSTS

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

IMPROVEMENTS MULTIPLE COSTS Dollar awr ner ve ros

IMPACVEMENTS MULTIPLE COSTS ~ | S o -~
NN} r
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DPAS Online Help Screens

What's New

What's New will give you the information from the most current release. This contains the 1) System
Change Requests (SCRs), 2) Program Trouble Reports (PTRs), 3) System Requirements and 4) Whom to
Contact for the Release.

a. Click on the What's New option.

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

=T e Y =N

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

1. Overview

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

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

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

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

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

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

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

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

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

1. Installation of the client

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

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

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

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

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

a. Click on About DPAS.

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

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

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

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

DPAS Module Help

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

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

Defense Property Accountahility System

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

MajfSub Hand Receipt Holder

warran byrfSvefLoan

SKOBILAAL Inver

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

]|

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

22



DPAS Online Help Screens

Process Level Help

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

b. Select End Item Actions from the program group.

c. Select Increase from the program list.

The following screen will appear:

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

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

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

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

Print Reports

INTRODUCTION

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

all the reports in the print queue.

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select Print Reports from the program group.

Print Reports

Managernent Messages
Lser Defaults

hange Password

e[ )

Security POCs

Message of the Day

DPAS Home Page

Exit [FE

Your Reports Menu will be displayed. For example:

¥*Reports Menu for Userid: instr01

Fil=  Help

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

INTRODUCTION

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

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

If viewing management messages, you must ‘double click’ or *highlight’ the message then click the
'Ok’ button in order to view the entire management message and additional user message text. Man-
agement messages are authored/controlled by DPAS, but the user message text is an option that

allows the user to expand or clarify a specific processing action that is performed in other DPAS pro-
cesses.

PREREQUISITES
None

STEPS TO PERFORM ACTION

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

Print Reports

Management Messages

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

25



Displaying Management Messages

STEP 2:
2l
a. Highlight the message you wish to view.  {{iRs - pr 79820919 DPIT0301
i H This transaction for prog 206828912 DPTT1861 cstebbi
b. Click !lew. This transaction for prog 208620912 DPTT1181 cstebbi
This transaction for prog 20028912 DP9T1361 cstebbi
This transaction for prog 20828917 DPONO781 cstebbi
This transaction for prog 20828917 DPON1481 cstebbi
This transaction for prog 20828925 DPTTO361 mgriffi
This transaction for prog 2080208925 DPTTO361 moriffi
This transaction for prog 20828925 DPTTO481 mgriffi
This transaction for prog 20828925 DPTTO481 mgriffi
fssets are available for THIS IS AN EXAWPLE 0 266208930 DP9B28@1 moriffi
E
Yiew I Delete Delete All Cancel
o NOTE:
\\//\ All management messages older than (30) thirty days are deleted automatically during the
\~ batch cycle process.
This is an example of a Management Message:
o T ¢ Once you have read the message(s), you
Mgt Msg: can either delete it, or click OK to return
Assets are available for transfer within your database From UIC WOUZ2AA, Doc Nbr = to the DFEViOUS screen.

W1234521541000, To UIC NOOD15

User Msg Text:
THIS 15 AN EXAMPLE OF THE MANAGEMENT MESSAGE. A

14

Qelete oK
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Setting User Defaults

Setting User Defaults

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

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

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

DPAS processes.

PREREQUISITES
None
STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select User Defaults from the program group.

Print F.eports
Managernent Messages

User Defaulks

Change Password

Acthl 11T

Security POCs

Message of the Day

[DPAS Home Page

Exit F3

#User Defaults

Basic |Doc Register | Catalog | Bar Code | Excess | Mai | File L

| Renurll

uic: | |
l—
——
Fund CdfAppn: l_l _I

Office:

HRH Nbr:

OK I Clear Exit

kelx

STEP 1:

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

-~ HINT!
éﬁg Setting up defaults is not a mandatory

process within DPAS. But if you want
certain fields to always display on your Key
Data and/or Process screens, then enter that
information on this screen.

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

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

The Transaction Processed dialog box will be displayed.

c. Click OK.

You will be returned to the DPAS Main Menu.

28



Displaying Accountable UICs

Displaying Accountable UICs

INTRODUCTION

This process will allow you the capability to select a different Accountable UIC (the Accountable UICs
are set up by the System Administrator at DECC-Dayton, at the direction of your Command/Major
Claimant). A selection box will be provided to allow you to select another Accountable UIC from this
window. This process can be selected under File while still logged into DPAS. This process window
will also be displayed after login for those users who have access to multiple Accountable UICs.

PREREQUISITES
None

STEPS TO PERFORM ACTION

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

Actbl UIC Change | STE P :
|

User Id: Current Actbl UIC:
Switch to Actbl UIC:

The list of Accountable UICs that are assigned to a

user are displayed in the window.
Actbl UIC  Activity Name

DPAS 61 DPAS TRAINIHG ACTBL UIC

DPASOZ  DPAS TRAINING ACTBL UIC a. Select the Accountable UIC you want to use.
b. Click OK.
=
ok | Exit
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Displaying Security POCs

Displaying Security POCs

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

1. Select File from the menu bar.

2. Select Security POCs from the program group.

Print Reparts

Management Messages

User Defaults

Change Password

Ackhl LIC

Security POCs

Message of the Day

DPAS Home Page
Exit

F3

A screen similar to the following is returned:

¥ Security POCs

Actbl UIC: WOLBAA

FIRST HAME

HMELANIE
CHARLES
DONNA
LEE
PAT
SHAROH
CONNIE
DHITRIY
LISA
RANDALL
HARIANN
JIH
RUSS
CONNIE
1

LAST HAHE

GRIFFITH
HOLTRY
JOHNSOH
COOPER
HORAN
BRER
FISHER
FORTEHKD
TRESSLER
REED
WOLF
HUTH
FOPPLETON
UEBB

PHONE HBR

717.6085.3719
4195

1878

X6281

Lo x

E-HAIL ADDRESSEH

charles_1_holt
donna_j_johnso

randall_1_reed

of]

E-mail

Exit

Scroll over to the right to display the level of
security each person has.

If you need security assistance, select the secu-

rity POC and click E-mail.
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Displaying The Message Of The Day

INTRODUCTION

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

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

PREREQUISITES
None
STEPS TO PERFORM ACTION

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

PFrint Reparts
Management Messages
Lser Defauls

Change Passward
Acthbl LIC

Security POCs

e of the Day
DPAS Home Page
Exit F3

A screen similar to the following is displayed:

Message of the Day ll

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

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

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

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

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

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

INTRODUCTION

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

PREREQUISITES

None

STEPS TO PERFORM ACTION

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

Print Reports
Management Messages
User Defaults

Change Password
Acthl LUIC

Security POCs
Message of the Day

DPAS Home Page
Exit F3

The following is displayed:

R DPAS Web Home Page - Sicrosolt Inkernet Explorer il
P SRR e I
Qua - - [x] [ @ Sewch . Faverkes @l Meda () [ [

Beicress [=4 taros: |inmwws chums. dod rrdbwetckuan ks, b x| Bl | unds g Momentum Logn ) Customize Links =

DPAS Home Page

Dafanse Proparty A-:n::eunul.\llur,' System h
DEASHome  AMEarcdng  Treng  Guppdd  Links  DusinessAdein  GilaMsp  (TAdmin  ComsiiUs

Search Our Web
e DPAS Hot Topics!
A of Apri 1. 2004 & DOD P] Cartficata wil be quined 1o Naw POCT
access tha “OFAS Subwar Downioad” link on this pagn a5 wall axn -1'| c |I
?‘; ck Picks Plesse check this wab sile for updstes 1o the DoD mandate  are svailsbie
*» Suarch our Wb Get Ibe Iabest update to
:mm The DPAS User Groups Pages have b wdated PAS | so 16 4 04y |
DQatabage 1SS0’
(Password Resets)
.
AT Bulletins
= DPAS Teouble Tickat
o FAGE/IG fagy Help with the DPAS Authorization inventory Quick Tips for the Excess Plnce::
» Feem 4l report Nl-w Cuick Togek dor the Excass Process inchuding printar fsedly

Whaes this DPAS Authorization lmeetony rpert is rguasted, the tnuctions
51 apgenach i ml-nr |r st of Imr’rm; m: arts bieing '—'*-l—"

Help Dosk Contacts MNew Barcode Scanner Information
® Hours of Oparation Ths DPAS Barcoda/Sesendr atns has Eaan updsted with nin A frore & prioe DPAS ht topie o
fiam to Bpm products wvn sam cd |r¢m * you.
e H
] 5 [ irkwmat

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

Practical Exercise: Help

Title: Help 1

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

Prerequisites:

References: Reference in the manual — Navigating DPAS

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

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

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

Given:
Summary:

Class Discussion: Q & A
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Practical Exercise: Help

Practical Exercise: Help

Title: Help 2

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

Prerequisites:

References: Reference in the manual — Navigating DPAS

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

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

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

Given:
Summary:

Class Discussion: Q & A
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	c. Double-click on the “purple book” for Catalog. This will open the topics that are related to the Cata log Module.
	d. Click on the Catalog topic.
	e. Scroll down on the right side of the screen, there will be a paragraph titled Catalog Pull Down Menu.
	f. Click on one of the choices and it will list the processes involved to complete the transaction.
	g. Click on the Index tab.
	h. Type in CHANGE. Notice as you start typing, the menu will jump to the first letter and continue with the remaining letters.
	i. Click Change Password for Processing Window.
	j. In window 1, type Job. Notice that you have two selections(job and Job) in window 2.
	k. Highlight Job. Notice that in win dow 3, there are several topics to select.
	l. Scroll down the list of topics and highlight HISTORIES Real Prop erty History. Notice on the right side of the screen that for the topic you selected, each occur rence of the word Job is high lighted.
	a. Click on the What’s New option.
	b. Close out of the text document and return to the DPAS Main Menu.
	a. Click on About DPAS.
	b. Click OK to return to the DPAS Main Menu.
	a. From the DPAS Main Menu, click on Hand Receipt.
	b. From the drop-down menu, click on Help.
	a. Select the Hand Receipt icon.
	b. Select End Item Actions from the program group.
	c. Select Increase from the program list.
	d. Click on the ? and the Help menu will appear as before. This time it will list the processes necessary to complete the transaction.
	a. Select the Hand Receipt icon.
	b. Select End Item Actions from the program group.
	c. Select Increase from the program list.
	d. Right-mouse click in any data element field.
	e. Select either What’s This? or Who am I?

	Print Reports
	1. Select File from the menu bar.
	2. Select Print Reports from the program group.

	Displaying Management Messages
	1. Select File from the menu bar.
	2. Select Management Messages from the program group.
	a. Options: Select whether you want to view the message(s) or print a report of all or a specific managment message.
	b. Modules: Select the module(s) you want to view or report.
	c. Click OK.
	a. Highlight the message you wish to view.
	b. Click View.

	Setting User Defaults
	1. Select File from the menu bar.
	2. Select User Defaults from the program group.
	a. Enter any default information that you need. You may need to click on the other tabs to enter more information.
	b. Once all desired default information has been entered, click OK.
	c. Click OK.

	Displaying Accountable UICs
	1. Select File from the menu bar.
	2. Select Actbl UIC from the program group.
	a. Select the Accountable UIC you want to use.
	b. Click OK.

	Displaying Security POCs
	1. Select File from the menu bar.
	2. Select Security POCs from the program group.
	a. Scroll over to the right to display the level of security each person has.
	b. If you need security assistance, select the secu rity POC and click E-mail.

	Displaying The Message Of The Day
	1. Select File from the menu bar.
	2. Select Message of the Day from the program group.
	a. You are encouraged to read the message of the day periodically. These messages may include important information.
	b. When you are done reading the messages, click OK.

	Displaying The DPAS Home Page
	1. Select File from the menu bar.
	2. Select DPAS Home Page from the program group.

	Practical Exercise: Help
	Practical Exercise: Help

