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Individual Issue

Overview

The Warehouse Management module Individual Issue process provides the ability to search
existing issues and begin the process of issuing equipment and personal gear to a member.
Users can also track those items from the time of issue until it is returned.

The Warehouse Module also offers Quick Issue. A Quick Issue allows members to pick their
assets before an issue is created. Like shopping at a grocery store, members pick their assets
and then bring them to the ELMS agent for issue. The agent scans the ICN barcodes with a
ELMS supported tethered scanner, and the issue is complete.

Navigation
Materiel MGMT> Individual > Issue > Individual Issue page

Procedures

Search for An Individual Issue

One or more of the Search Criteria fields can be entered to isolate the results. By default, all

0 Reset

results are displayed. Selecting
the default "All" setting.

at any point of this procedure returns all fields to

Note

If using a CAC, select the CAC field and scan the member's CAC with a ELMS supported
tethered scanner. Otherwise, follow these steps:

1. In the Search Criteria box, narrow the results by entering one of the following optional

fields.
Instructions
Search Criteria &
i Member All iIssue Nbr | Al
i EDI PI/ Secondary Id | Al iuic All
CAC | CAC Juiy

Q.search | (hReset | +MNew
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C, Search . . - .
2. Select . The results display in the Individual Results grid.

Individual £ Grid Options»

LastName 1 Y First Name ¢ Y wviddle nial Y EDIPI ¢ Y uc Y Lastissue Dt Y LastissueNbr Y Loan Retum Dt Y LastWarshouse Y Stock Number Qty Y Totalay Y status + i
Groce Fidge P 1D12345678 w123 10192017 WHCI2017292000001 0110512018 COLUMBUS 6 0 In Process
Kenobi Obi-wan B 9632567415 JMN123 0712112016 WHCI2016209000004 | 01/03/2023 COLUMBUS 2 0 Picked
0 [+ New QView solo Han 9632567418 w123 001082017 DWHI2017220000016 DISA MEADE 2 4 Issued
7 Edt Jones Indiana 1D87654508 12345 081082017 DWHI2017220000001 DISA MEADE 5 3 Backorder
RN  IDODDROT 50 v | items perpage 1-30f3 tems

Create a First-time Issue for a New Member (without a CAC)

Cancel
Selecting at any point of this procedure removes all revisions and closes the

page. Bold numbered steps are required.
+ New )
1.  Select . The Enter the EDI PI pop-up window appears.

Enter the EDIPI X

Enter the EDIFI of the member for whom to add an lssue.

+wOK | (Scancel

v OK
2. Select . The Add Member Profile pop-up window appears, with the Browse
Member Profile pop-up window in the background.

3. Select - The Individual Issue page appears..

Create an Issue for an Existing Member (without a CAC)

Q, Search , . - .
1. Select . The results display in the Individual Results grid.

Individual £ Grid Options¥

LastName 1 Y First Name 1 Y wiadie iniial \ETLR Y uc Y Lastissue Dt Y LastissueNor Y Loan Retum Dt Y Last warehouse Y Stock Number Qty Y Total ay Y status + N
Groce Pidge 3 1012345678 IN123 101972017 WHCI2017252000001 0110512018 coLuMBUS 6 0 In Process
Kenobi Obi-wan 8 9632587415 w123 07272016 WHCI2016209000004 | 0110312023 coLumBUS 2 0 Picked
0 [+ New O view soio Han 9632587418 123 081082017 DWHI2017220000016 DisA MEADE 2 4 Issued
7 Edt Jones Indiana 1D87654308 412345 081082017 DWHI2017220000001 DISA MEADE 5 3 BackOrder
W@ kO 50 v items perpage 1-30f3 foms

+ New
2.  Select next to the member's record. The Individual Issue page appears.

-
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[Create an Issue From Scanning the Member's CAC ]

Click here to scan CAC iy )
1. Select . Using the ELMS supported tethered scan-

ner, scan the CAC's barcode. The EDI PI appears in the CAC field.

Search
2. Select 2

Individual %t Grid Options¥

. The results display in the Individual Results grid.

LastName 1 Y First Name 1 Y Middee nial Y EDIPI ¢ Y uc Y Lastissue Dt Y LastissueNor Y Loan Retum Dt Y Last Warehouse Y Stock Number Qty Y Total aty Y status i
Groce Pidge P 1D12345678 w13 101912017 WHCI2017292000001 0110512018 COLUMBUS 6 0 In Process
Kenobi Obiwan 8 9632587415 JuN123 07272016 WHCI2016209000004 | 01/03/2023 coLUMBUS 2 0 Picked
0 [+ New |QView| soo Han 9632567418 w123 0810812017 DWHI2017220000016 DISA MEADE 2 4 Issued
7 Edt Jones Indiana 1D87654508 12345 081082017 DWHI2017220000001 DISA MEADE 5 3 Backorder
DR IO 50 v | items perpage 1-30f3 tems

+ Mew
3. Select next to the member's record. The Add an Individual Issue screen

appears.

Update an Individual Issue

C, Search . . - .
1.  Select . The results display in the Individual Results grid.

Individual £ Grid Options»

LastName ¢ Y First Name ¢ Y widdle nial Y EDIPI ¢ Y uc Y Lastlssue Dt Y LastissueNor Y Loan Retum Dt Y LastWarehouse Y Stock Number Qty Y Total aty Y status + i
Groce Fidge P 1D12345678 w123 10192017 WHCI2017292000001 0110512018 COLUMBUS 6 0 In Process
Kenobi Obi-wan B 9632567415 JMN123 0712112016 WHCI2016209000004 | 01/03/2023 COLUMBUS 2 0 Picked
0 [+ New QView solo Han 9632567418 w123 001082017 DWHI2017220000016 DISA MEADE 2 4 Issued
7 Edt Jones Indiana 1D87654508 12345 081082017 DWHI2017220000001 DISA MEADE 5 3 Backorder
RN  IDODDROT 50 v | items perpage 1-30f3 tems

dit
2. Select 4 next to the member's record. The Add an Individual Issue screen
appears.

-
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Update a Member for an Individual Issue

Navigation

. Q, Search + New o
MATERIEL MGMT > Individual > Issue > > > Individual Issue Mem-

ber page
Procedures

Update a Member for an Issue

Selecting S Gance at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
+ New
1. Select next to the desired record. The Individual Issue Member page
appears.
Instructions L4
Individual Issue Member
Last, First M NORCOTT, JOHN M Phone Nbr 555-1212
EDIPI ID876E54321 DSN Nbr
Pay Grade O2E Mobile Phone Nbr
i* UIC JMN123 Email Address JOHN@NORCOTT.COM
i Temp Assigned UIC Optional Loan Retumn Dt =

Master Issue Lists

Include Previous Issued Qty in Calculation [] i Service Center Please Select an Item v
Secondary Id

Cash Issue ]

+ Update
- “mw
A. Use t or to assist with the UIC entry. This is a 6 alphanumeric character field.
+ Update .
2. Select . The Add an Individual Issue screen appears.
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Add an Individual Issue

Navigation

+ New

Materiel MGMT> Individual > Issue > > Individual Issue Member page

Procedures

Process an Individual Issue

® Cancel

Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.

Verify the information on the Individual Issue Member page.

Update
yond . The Individual Issue grid appears.

1.

2. Select

S Pint v | [} Attachments

Individualissue  + Add X Cancellssue « Saveand Continue

£ Grid Optionsv
SKO Status  Issue Status + Y LINTAMCN Y| StockNbr 1 Y size Y Item Desc Y Available Qty Y Required Qty Y Prior Issued Qty Y Pending Issue Qty Y|
» # Edit |VerifyRed Pending 1138113811381 JEDI TRAINING KIT 0 1 0 ¥
» & Edit Pending 113811381138A LIGHT SABER - BLUE 2 2 [ 2
» f Edit Pending 113811381138C LIGHT SABER - PURPLE 2 L i (1] 1
1-3 of 3items
4 Back
A. Select . A new row appears at the top of the grid to add an asset to the
issue.
& Print | v || [ Attachmenis
Individual Issue  + Add X Cancellssue | / Saveand Continue £ Grid Optionsy
SKO Status  Issue Status Y LINTAMCN Y StockNbr Y size Y ttem Desc Y Available Qty Y Required Qty Y Prior Issued Qty Y Pending Issue Qty Y
L&l © Cancel Select an ltem 0 Enter Qty 20 0
» |/ Edt VerifyRad | Pending 1138113811381 JEDI TRAINING KIT 0 1 o 1
» J Edit Pending 113811381138A LIGHT SABER - BLUE 2 2 o X
» |/ Edt Pending 113811381138C LIGHT SABER - PURFLE 2 7 o 1
1-40f4 items
« Back

Select - at the beginning of the row. The asset is added to the issue and high-
lighted in green.

Repeat steps A and B until all desired assets are added.

T
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D.

E.

Ll a
ik

-
-]

“m

_ 12 Select Assets _ :
For certain stock numbers, appears in the Picked QTY column.

Sign
Select f -
appears.

. The Individual Issue Electronic Signature pop-up window

INote

If there are items that are not available and need to be backordered, the Pro-
cess BackOrder pop-up window appears first:

Process BackOrder b4

BackOrder will be generated. Do you wish to continue?

v Yes O No

Yes
Select . The backorder is confirmed, and continues on to the Indi-
vidual Issue Electronic Signature pop-up window.

No
Select . The backorder is denied and returns to the Individual Issue
grid.

Individual Issue Electronic Signature b4

| acknowledge and accept full custody and responsibility for all listed equipment and understand that failure fo return these items may result in fiscal liability andfor actions in accordance with the UCM.J.

# esign |+ Manual Sign | ® cancel

. & eSign

displays the Signature Pad Form pop-up window.

Signature Pad Form (ver eSign 1.0) X

v Accept || () Clear | (© Cancel

, Defense Logistics Agency (DLA) ELMS Helpdesk
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1. Use either the mouse or the stylus to sign the Signature Pad.
2. Select either:

. v Accept ] ] )
to confirm the signature. The pop-up window closes,

and the DW Form 041 generates for printing.

. o Clear

. ® Cancel _ _
to close the window and return to the previous page.

to erase the signature and reattempt.

e ' Manual Sign . L .
displays the pop-up window of the document for printing with a

Print dialog box.
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1S5 NBR: WHCI2026138000002 ENTERPRISE LOGISTICS Wﬁ&g‘gig gﬁ:ﬁgiz Eiiﬂ m
il ANAGEVENT STER
| NORCOTT, JOHN M, CIV WAREHOUSE: COLUMBUS
EDIPI- ID87655274 INDIVIDUAL ISSUE RECEIPT
: UIC: CLEOO1 - ASGARD
LIN/TAMCN ITEM DESC ICN CAGE MFR DT ISSUE aTY UNIT COST
STOCK NBR (SKO) IDN COND CD CNTRCT EXP DT RETURNABLE EXT COST
| SERIAL NBR SIZE LOT NBR
COLOR
BACKPACK BOGI00000000274565 1 546961
| 1260011264478 A Yes 546961
FLASHLIGHT BOCO00000000274412 1 517.76
6230001616422 A No 51776
| BODOL BOOTS,COMBAT BOG00000000271983 1 518191
| 8430011981327 A Yes 518191
11
GREEN
CANTEENWATER BOOOO000000000274453 01/01/2020 1 53.74
B465001324053 A Yes 53.74
HELMET,GROUND TROOP BOOOO000000000000021 1 530185
B47001476251% A Yes  5301.85
C11072F GLOVES -L BOOOO000000000274410 2 50.00
GLOVESOOS A Yes  50.00
L
HATS BOOO00000000274411 1 50,00
HATSOO0L A Yes  50.00
GRAND TOTALS: Items/Kits: 8 $974.87
Components: [i]

I acknowledge and accept full custody and responsibility for all listed equipment and understand that failure to
return these items may result in fiscal liability and/or actions in accordance with the UCMI.

05/18/2026
JOHN M NORCOTT , ID87655274 Dt

| SKO TYPE CODES
MG:  MAMNAGED
UM: UNMANAGED

DW FORM 041, FEB 2016 UMNCLASSIFIED
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[Process a Quick Issue

1. Verify the information on the Individual Issue Member page.
v/ Update - : -
2. Select . The Individual Issue grid appears, and the status of the Individual
Issue goes to "Picked".
Click here to scar ICN S/N Ul
3. Select RS e

. Using the ELMS supported tethered
scanner, scan the ELMS generated ICN barcode, serial number barcode, or UII asso-

ciated with the asset to automatically add it to the grid.

Sign
4. Select 7 Sig . The Individual Issue Electronic Signature pop-up window appears.

Update an Asset in an Individual Issue

1. Select next to the member's record. The Add an Individual Issue screen
appears.

S Pint v | [} Attachments

Individual Issue + Add X Cancellssue « Saveand Continue & Grid Optionsy
SKO Status Issue Status 1

Y LINTAMCN Y| StockNbr 1 Y size Y Item Desc Y Available Qty Y Required Qty Y Prior Issued Qty Y Pending Issue Qty Y|
» # Edit |VerifyRed Pending 1138113811381 JEDI TRAINING KIT 0 1 0 ¥
» & Edit Pending 113811381138A LIGHT SABER - BLUE 2 2 [ 2
» f Edit Pending 113811381138C LIGHT SABER - PURPLE 2 L i (1] 1
1-3 of 3items
4 Back
& Edit * Edit m
2 Select next to the item's record 4 changes into and
.
& Print v m\ Attachments
Individual Issue  + Add X Gancellssue « Saveand Continue & Grid Optionsy
SKO Stalus Issue Status 1 Y LINTAMCN Y StockNbr 1 Y size Y item Desc Y Available Qty Y Required Qty Y Frior Issued Qty Y Pending Issue Qty Y|
i 5 pﬂaa © Cancel | Verify Rqd | Pending 1138113811381 - JEDI TRAINING KIT 0 1 2|0 1
» & Edit Pending 113811381138A LIGHT SABER - BLUE 0 2 0 2
» f Edit Pending 113811381138C LIGHT SABER - PURPLE 0 i 1 0
4 Back

1-3 of 3items

3. Select -I The asset is revised and highlighted in green.
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Add Attachments to an Individual Issue

Navigation

Search * Edit Attachments
MATERIEL MGMT > Individual > Issue > Q > s > é

> Attachments for Issue NBR pop-up window

Procedures

Attach a Document to an Issue

Cancel
Selecting © at any point of this procedure removes all revisions and closes the

page. Bold numbered steps are required.
& Attachments . ]
1. Select to add any additional files to the record. The Attachments for
Issue NBR pop-up window appears.

Attachments for Issue Nbr: WHCA20161590000014A b4
Instructions L
Mo attachments found [ﬂ] Aftach._.
Ml Attach... N _ ) _
2. Select to add any additional files to the record. The Attach Files pop-up win-

dow appears.

10

=
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Attach Files b4
Instructions v
* Attachment
@ Browse...
Desc
5
Primary
=]
— Attachments:
Name Desc
&
v

¥ Close Window

@ Browse... . . .
A. Select . The Windows Choose File to Upload pop-up window
appears.
=] Attach... ) ) )
B. Select . The file name appears in the bottom of the window.

C. Repeat Steps 2 - 6 to attach multiple documents.

X Close Window . )
3. Select . The Attach Files pop-up window closes, and the attachment(s)

appears in the Attachments for Issue NBR pop-up window.

11
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