
Individual Reconciliation

Overview
The Warehouse Management module Individual Reconciliation process provides the ability to 
reconcile outstanding Individual Issues on a monthly, quarterly, or yearly basis. The Respons-
ible Officer (RO) can either perform the reconciliation in real-time, or use the DW Form 20I for 
manual entry. 

Navigation
MATERIEL MGMT > Individual > Reconciliation > Individual Reconciliation page

Procedures

Search for an Individual Reconciliation

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

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

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

 2. Select . The Individual Reconciliation Search Results appears.       
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Cancel an Individual Reconciliation

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Edit drop-down menu appears.

 3. Select . The Cancel Reconciliation pop-up window appears.

 4. Select . The Reconciliation is removed, and a green Reconciliation suc-
cessfully canceled pop-up window appears.

Print a Form for an Individual Reconciliation

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Print drop-down menu appears.

 3. Select the desired forms:

 4. A pop-up window appears after generating the desired form. Choose whether to:

 l
 has the PDF document appear, and is printable from here. 

 l
 saves the PDF document, and is printable at a later time.
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View the Individual Reconciliation Activity

Navigation

MATERIEL MGMT > Individual > Reconciliation >  > Individual Reconciliation 
Activity pop-up window

Procedures

Search for an Individual Reconciliation Activity

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

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Individual Reconciliation Activity pop-up window appears.
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 3. In the Search Criteria box, narrow the results by entering one or more of the following 
fields.

 A. Update the Inquiry Type, using  to select the desired type.

 B. Update the From DT, using  or entering the date (MM/DD/YYYY) in the field 
provided.

 4. Select . The Individual Reconciliation Activity grid appears, displaying the res-
ults.       

 5. Select . The Detail Grid opens.

 6. Select  when finished reviewing the Reconciliation Activity. The window closes and 
returns to the Individual Reconciliation page.
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Add an Individual Reconciliation

Navigation

MATERIEL MGMT > Individual > Reconciliation >  > Add Individual Reconciliations 
pop-up window

Procedures

     Add an Individual Reconciliation    

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

 1. Select . The Add Individual Reconciliations pop-up window appears.

 2. Use  or  to assist with the Member entry. This is a 50 alphanumeric character  field.

 3. Select  to create the new reconciliation. The Add Individual Reconciliations 
pop-up window closes, and the new Reconciliation record appears in the grid.

Unclassified - 5/19/2026

5

IntelliSense.htm


Update an Individual Reconciliation

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >   > Edit 
Individual Reconciliation drop-down menu

Procedures

     Update an Individual Reconciliation    

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

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Edit drop-down menu appears.

 3. Select . The Reconciliation Header pop-up window appears.

 A. Use  to select the Override Reconciliation Due Date, or enter the date 
(MM/DD/YYYY) in the field provided.
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 B. Use  to select the Form Signed Date, or enter the date (MM/DD/YYYY) in the 
field provided.      

 C. 

Select  to process the header. The Reconciliation Header pop-up win-
dow closes, and the revised Reconciliation remains highlighted.

OR

Select  to continue adding information. The Reconciliation Return 
Details pop-up window appears.
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Update an Individual Reconciliation — Return Details

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >   > Edit 

Individual Reconciliation drop-down menu >  > Individual Recon-
ciliation Return Details page

Procedures

     Update the Individual Reconciliation Return Details   

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

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Edit drop-down menu appears.

 3. Select . The Reconciliation Return Details pop-up window 
appears. 

 4. Verify the Individual Return Member panel.
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 A. Select  to revise certain fields. Some of the fields become editable.

 a. Use  or  to assist with the UIC entry. This is a 6 alphanumeric character  
field.

 b. Use  or  to select the Service Center. 

 c. Update the Display, using  to select the desired columns. 

 B. Select . The editable fields close, and the revised information is saved.

 5. Select . 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 Individual Reconciliation grid.

 A. Select . The available forms for printing appear.

 6. Verify all of the information in the Individual Reconciliation Grid.       

Unclassified - 5/19/2026

9

IntelliSense.htm
IntelliSense.htm
ServiceCenter.htm
DisplayIssuesandLoans.htm


 A. Select . A new row appears in the Individual Reconciliation grid.

 B. Click  to select the desired entry. The Reconciliation Return is highlighted, and 

 and  become available.

 C.  Select . The Individual Return Electronic Signature pop-up window 
appears.

 l
 displays the Signature Pad Form pop-up window.

 a. Use either the mouse or the stylus to sign the Signature Pad.          
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 l
 displays the pop-up window of the document for printing with a 

Print dialog box.  

 

 7. 

Select  to process the details. The Reconciliation Return Details pop-up win-
dow closes, and the revised Reconciliation remains highlighted.
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OR

Select  to continue adding information. The Reconciliation Update Post-Post 
Details pop-up window appears.
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Update an Individual Reconciliation — Post-Post 
Details

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >   > Edit 

Individual Reconciliation drop-down menu >  > Individual Recon-
ciliation Post-Post Details page

Procedures

     Update the Individual Reconciliation Post-Post Details   

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

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Edit drop-down menu appears.

 3. Select . The Reconciliation Post-Post Details pop-up window 
appears.

 A. In the Search Criteria box, narrow the results by entering one of the following 
optional fields.
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 B. Select . The Individual Reconciliation Post-Post Details Search Results 
appears.

 C. 
Select . The Add Post-Post Items pop-up window appears.

OR

Click  to select the desired entry.  The Post-Post record is highlighted, and 

, , , and  become available.

 a. Enter the STOCK NBR, or use  to  browse for the entry. This is a 15 alpha-
numeric character  field.
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 b. Use  to choose the QTY. 

 c. Select . The Add Post-Post Items pop-up window closes, and the 
new item appears at the top of the grid, highlighted in green.

 D. Select . The Update Post-Post Items pop-up window appears.

 a. Update the STOCK NBR, using  to browse for the revised number. This is a 
15 alphanumeric character  field.

 b. Update the QTY, using  to choose the revised amount. 

 c. Select . The Update Post-Post Items pop-up window closes, 
and the edited item appears at the top of the grid, highlighted in green.

 E. Select . The Delete Selected pop-up window appears.

 F. Select . The available forms for printing appear.
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 G. Select . The Individual Reconciliation Activity pop-up window 
appears.

 a. Use  to select the Inquiry Type.                                         

 b. Use   to select the From DT, or enter the date (MM/DD/YYYY) in the field 
provided.

 4. Select . The Reconciliation Post-Post Details pop-up window closes, and the 
revised Reconciliation remains highlighted.
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Sign an Individual Reconciliation

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >  > 
Sign Individual Reconciliation drop-down menu

Procedures

     Specify the Signed Date for an Individual Reconciliation    

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Sign drop down menu appears.       

 3. Select .                         

 4. Select .                         
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 A. The Signature Pad Form window appears. 

Note 

An authorized Signature Pad must be connected to continue with this process.

 B. Use the stylus to sign the Signature Pad.         

 C. Select  to confirm the signature. The pop-up window closes, and the DW 
Form 12I generates for printing.

 5. Select . 

The Individual Reconciliation Record status automatically changes to Reconciled.       
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Attach a File to an  Individual Reconciliation

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >  > 
Reconciliation Attachments pop-up window

Procedures

     Attach a File to an Individual Reconciliation    

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

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Reconciliation Attachments for Member NBR pop-up win-
dow appears.

 3. Select . The Attach Files pop-up window appears.
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 4. Select . The Windows Choose File to Upload pop-up window appears.

 5. Select . The Choose File to Upload pop-up window closes, and the file 
name appears in the top file list.       

 6. Select . The file name appears in the bottom file list.       

 7. Repeat Steps 4 - 6 to attach multiple documents.

 8. Select . The Attach Files pop-up window closes, and the file appears in 
the Reconciliation Attachments for Member NBR pop-up window.       

 9. Select . The Reconciliation Attachments for Member NBR pop-up window closes.  
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E-MAIL an Individual Reconciliation Record

Navigation

MATERIEL MGMT > Individual > Reconciliation >  (desired record) >  > Send 
E-MAIL Notification pop-up window

Procedures

     Send E-MAIL Notification for an Individual Reconciliation    

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Send E-MAIL Notification pop-up window appears.

 3. Select . The Send E-MAIL Notification pop-up window closes, and the Recon-
ciliation Status changes to E - Emailed.
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Date the Signing of an Individual Reconciliation 
Form

Navigation
MATERIEL MGMT > Individual > Reconciliation >  (desired record) > 

 > Inventory Form Signed Date pop-up window

Procedures

     Specify the Signed Date for an Individual Reconciliation    

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

 1. Click  to select the desired entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Inventory Form Signed Date pop-up window 
appears.

 3. Use   to select the Signed Date, or enter the date (MM/DD/YYYY) in the field provided.

 4. Select  . The Confirm Form Signed Date & Manual Reconcile 
pop-up window appears.
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OR

Select . The Confirm Signed Date pop-up window appears.
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