
Unit Issue Reconciliation

Overview
The Warehouse Management module  Unit Issue Reconciliation process provides the ability to 
reconcile outstanding unit issues with  responsible officers on a time-incremented basis. From 
here it is possible to edit reconciliations, add items to a reconciliation, add attachments, export 
forms, sign verified reconciliations, and cancel a reconciliation. 
Reconciliation edits are made at the Header, Return Details and Post-Post Details levels. Editing 
the Header allows changes to the UIC Custodian or overrides to the reconciliation due date. Edit-
ing the Details allows adding items or changing item details such as returning  stock number 
quantities, ICN, Location or Container. 
At the Post-Post Details level, editing allows adding items to a selected reconciliation request. 

Navigation
MATERIEL MGMT > Unit Issue > Reconciliation > Unit Reconciliation page 

Procedures

Search for a Unit 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 Unit Issue Reconciliation Search Results appears.       
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Add a Unit Issue Reconciliation

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

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

 

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

 3. Select . The Add Reconciliations pop-up window closes, and the new Unit Issue 
Reconciliation appears at the top of the Search Results grid.

Signing a Unit Issue 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 entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.
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 2. Select . Choose one of the following signing options:

Note 

If a Custodian has not been assigned at the time of signing, the No Primary Cus-
todian (RO) pop-up window appears. 

Update the UIC by entering a POC using the UIC Update procedure.

 A. Select . The Signature Pad Form pop-up window appears.

 a. Create a signature in the box using the mouse.

 b. Select . The Print or Email Receipt pop-window appears.

 c. Select the delivery option. The  appears in the appropriate option.
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 d. Click  . The Print or Email Receipt pop-window closes, and the 
signed receipt is sent.

 B. Select . The Print pop-up window appears.

 A. Select . The document is sent for printing.          

 B. The custodian signs the printed document.          

 C. Click  in the top right corner of the window. The Print pop-up window 
closes.

Note 

Scan the manually signed document(s) and attach to the issue in ELMS.         

Print From an Unit Issue Request

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

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

, , , , , and 

 become available.

 2. Click . The Print drop down  appears.

 3. Click the form for printing.  appears in the bottom right 
corner while the form is generating.

 4. The Windows PC Downloads pop-up window appears.Choose whether to:

 l
 has the PDF document appear, and is immediately printable. 

 l
 saves the PDF document, and is printable at a later time.

Unclassified

4



Email a 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 entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Send Email Notification pop-up window appears.

 3. Select . The email sends, and arrives up to 15 minutes later.

Signed Date of the Inventory Form

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

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

, , , , , and 

 become available.

 2. Select . The Inventory Form Signed Date pop-up window 
appears.
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 3. Use  to select the date the Inventory Form was signed, or enter the date 
(MM/DD/YYYY) in the field provided. 

 4. 

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

OR

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

  

 5. Select . The pop-up window closes, and the date is applied to the reconciliation.
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Update a Unit Issue Reconciliation

Navigation

MATERIEL MGMT > Unit Issue > Reconciliation >  (desired record) >  > Edit 
a Unit Issue Reconciliation page

Procedures

Edit the Unit Issue Reconciliation Request

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

Edit Header Information

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

, , , , , and 

 become available.

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

 3. Select . The Reconciliation Header page appears.
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 4. Use  to select the Override Reconciliation Due Date, or enter the date (MM/DD/YYYY) 
in the field provided. Entry in this field opens the Override Reason field.

 A. Enter the Override Reason in field provided. This is an 20 alphanumeric character 
field.

 5. 

Select . The screen returns to the Unit Reconciliation grid screen, with the 
updated record highlighted. 

OR

Select . The Reconciliation Return Details page appears. 

 

Edit Return Details

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

, , , , , and 

 become available.

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

 3. Select . The Reconciliation Return Details page appears.

 4. Use  to select the Service Center.
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 5. Select . The Search Criteria appears.

 

 6. Select . The Unit Issue Reconciliation Details Search Results — Outstanding 
Tab and Pending Tab — appears.       

Outstanding Tab                              

Pending Tab        
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Edit Unit Reconciliation Post-Post Details

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

, , , , , and 

 become available.

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

 3. Select . The Reconciliation Post-Post Details page appears.

 

 4. Select  . The Search Criteria appears.

 

 5. Select . The Unit Issue Reconciliation Post-Post Search Results appears.       
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Cancel  a Reconciliation

 1. Click  to select the 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 Unit Issue Reconciliation record is removed from the results grid.
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Add an Attachment to a Unit Issue Reconciliation

Navigation

MATERIEL MGMT > Unit Issue > Reconciliation >  (desired record) >  > 
Reconciliation Attachments for UIC / Commodity pop-up window

Procedures

                 Add an Attachment to a Unit Issue 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 entry. The Reconciliation is highlighted, and , 

, , , , , and 

 become available.

 2. Select . The Reconciliation Attachments for UIC:  / Commodity:  
pop-up window appears.  

 3. Select  . The Attach Files pop-up window appears.

Unclassified

12



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

 5. Select . The file name appears in the bottom file list.       
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 6. Repeat Steps 4 - 8 to attach multiple documents.

 7. Select . The Attach Files pop-up window closes, and the file appears in 
the Reconciliation Attachments for UIC:  / Commodity: pop-up window.       

Unclassified

14



  

Remove an Attachment

 A. Select the  part of  next to the desired document. The Delete Attachment 
pop-up window appears.

Note 

Select the  part of  to save the attachment directly to the computer. Follow 
the prompts to download the attachment.

 8. Select . The Reconciliation Attachments for UIC:  / Commodity: pop-up window 
closes.  
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