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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 humber
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

Reset
results are displayed. Selecting 0 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.
Instructions ]
Search Criteria a
iuic All i UIC Custodian (RO} Al
Reportable Commodity Type Al A Reconciliation Status All Open v
Last Reconciliation (From) & Last Reconciliation (To) =
Reconciliation Due (From) = Reconciliation Due (To) =
Q, Search | | ) Reset
Q, Search , I
2. Select . The Unit Issue Reconciliation Search Results appears.
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Unit Reconciliation £ Grid Options v | + Add

No Grouping

O Primary uic 'Y Reportable Commodity Type Desc 'Y UIC Custodian (RO) 'Y Reconciliation Status 'Y Last Reconciliation Dt/Tm 'Y Reconciliation Due Dt + 'Y Days Since Reconciled 'Y Form Signed Date 'Y Override Reason Y

. -
; 580157 DELTAFORCE CERN- CHEM B0 RAD UG

0 F00042 - ELEARNING - WAREHOUSE TRAINING | CBRN - CHEM BIO RAD NUC DAVIS, DEANGELA M (1381145162) | P - Printed 067302017 NA

0 ABC123- TRAINING UIC CBRN - CHEM BIO RAD NUC NELSON, LUCAS (ID00000076) I- Initiated 0473012021 NA

. .

Selected 015 W) <@ Pae[1 ot (> m ) w i «)> i 50 v | tems perpage 1-5of5tems O

Add a Unit Issue Reconciliation

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

page. Bold numbered steps are required.

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

3

Add Reconciliations *

iuic Al

+ Add | | &) Cancel

2. Use ¥ or  toassist 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

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

page. Bold numbered steps are required.

F Edit ¥

[y

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

/' Sign v | &Print v  (DActivity @ & Attachments | @5 Email J
’ ’ ’ ’ ,an

[&f Form Signed Date .
become available.

P
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L] S
2. Select 4200 . Choose one of the following signing options:

INote

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

No Primary Custodian (RO) X

A primary custodian must be set up for this UIC/Commodity to perform a reconciliation.

v OK

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

* eSign
A. Select s . The Signature Pad Form pop-up window appears.
a. Create a signature in the box using the mouse.

Signature Pad Form (ver eSign 1.0) x

" Accept || () Clear | | (8 Cancel

+" Accept i i i )
b. Select . The Print or Email Receipt pop-window appears.

Print or Email Receipt X

Delivery Options
Print Email

E O

+" Submit

C.  Select the delivery option. The appears in the appropriate option.
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»" Submit

d. Click . The Print or Email Receipt pop-window closes, and the
signed receipt is sent.

+ Manual Sign . )
B. Select . The Print pop-up window appears.

Print
A.  Select . The document is sent for printing.

B. The custodian signs the printed document.

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

Note

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

Print From an Unit Issue Request

Cancel
Selecting © at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
: e # Edit v
1. Click O to select the entry. The Reconciliation is highlighted, and ,
# Sign v | &Print v  (DActivity | & Atachments | @ Email

[ Form Signed Date .
become available.

& Print v
2. Click . The Print drop down appears.

3. ' appears. It is replaced by
Complete - File generated
successiully

4, The Windows Save As pop-up appears, ready to save the form chosen for printing.
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[Email a Reconciliation ]
) ® Cancel ) ) o
Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
o [ # Edit | v
1.  Click I to select the entry. The Reconciliation is highlighted, and ,
# Sign v | &Print v (DActivity @& Attachments | @ Emai
[ Form Signed Date .
become available.
&= Email . . . p
2. Select . The Send Email Notification pop-up window appears.
Send Email Notification x
It may take up to 15 minutes for email notifications fo be received.
Cnly POCs with a valid email address, listed below, will receive a notification.
1. CHUCK.NORRIS@DOD.MIL
wSend | @& Cancel
v Send . ) .
3. Select . The email sends, and arrives up to 15 minutes later.
Signed Date of the Inventory Form
) ® Cancel ) ) o
Selecting at any point of this procedure removes all revisions and closes the
page. Bold numbered steps are required.
o [ # Edit v
1. Click 1 to select the entry. The Reconciliation is highlighted, and ,
# Sign v | &Print v (DActivity @ & Attachments | @ Emai and
[2f Form Signed Date .
become available.
[&F Form Signed Date . .
2.  Select . The Inventory Form Signed Date pop-up window

appears.
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Inventory Form Signed Date *

Pleaze enter the date the individuals signed the actual forms for these selected records.

| «Apply & Reconcile | [#Apply

3. Use @ to select the date the Inventory Form was signed, or enter the date
(MM/DD/YYYY) in the field provided.

~'Apply & Reconcile . . .
Select . The Confirm Form Signed Date & Manual Reconcile

pop-up appears.

Confirm Form Signed Date & Manual Reconcile 35

This action will apply 4/25/2022 as the form signed date and reconcile the selected records as manually signed today, Mon Apr 25 2022. These dates cannot be changed after this step.

v 0K | | ® Cancel

4,
OR
@ Apply . . .
Select . The Confirm Form Signed Date pop-up window appears.
Confirm Form Signed Date »
This action will apply 4/25/2022 as the form signed date. Applied date cannot be changed after this step.
+ OK | (O Cancel
VoK . . : I
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

. _— . & Edit .
MATERIEL MGMT > Unit Issue > Reconciliation > [ (desired record) > > Edit

a Unit Issue Reconciliation page

Procedures

[Edit the Unit Issue Reconciliation Request ]

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

page. Bold numbered steps are required.

[ Edit Header Information ]

) o F Edit ¥
1. Click L to select the entry. The Reconciliation is highlighted, and ,
/' Sign v | &Print v  (DActivity @ & Attachments | @5 Email

/ / / /

[&f Form Signed Date .
become available.

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

B8 Header L
3. Select . The Reconciliation Header page appears.

Instructions

Unit R
uic UIC Custodian (RO}

R7T777 - TRAIN UIC

Reconciliation Due Dt Override Reconciliation Due Date Form Signed Date

05/06/2022 &) [9r3rz019

Last Reconciliation DtTm

A

Add / Edit Remarks

© cancel | | Next » v Finish
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4. Use 5 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.

" Finish ) o ) )
Select . The screen returns to the Unit Reconciliation grid screen, with the
updated record highlighted.

5.

OR

MNext P .. .
Select . The Reconciliation Return Details page appears.

Edit Return Details

. e # Edit v
1. Click LI to select the entry. The Reconciliation is highlighted, and ,

# Sign v | &Print v (DActivity @ & Attachments | @ Emai

, , , , , and

[2f Form Signed Date .
become available.

"l

Z Edit _
2. Select . The Edit drop-down menu appears.
| == Return Details : o :

3. Select eSS "|. The Reconciliation Return Details page appears.

Instructions -

UIC Info i

i*yUiC |RT7777 - TRAIN UIC SCustonk Al

CAC [| CAC I]l!]] * Service Center | Please Select an ltem A

Gogy

& Ccancel 4 Back | Mext » + Finish

v
4. Use to select the Service Center.
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Gol® o
5. Select . The Search Criteria appears.

Instructions v
Search Criteria a
i Stock Nbr Al iICN All
Serial Nbr 1 Item Description All
Scan Barcode [| ICN S/N Ul ujll] Reportable Commodity Type A v

Current Warehouse Only
Q, search | | () Reset

C, Search , I : ;
6. Select . The Unit Issue Reconciliation Details Search Results — Outstanding

Tab and Pending Tab — appears.
Outstanding Tab

Toorcs  Turowsme  Twwn  Yuriw  Yomc  Tommoowe | Tiemn  Tcommw  Yimewms  Treelenn TR
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[Edit Unit Reconciliation Post-Post Details ]
. e # Edit v
1. Click L] to select the entry. The Reconciliation is highlighted, and ,
/' Sign v | &Print v | (DActivity @& Attachments = = Emai and

[2f Form Signed Date .
become available.

* Edit
2. Select A I

. The Edit drop-down menu appears.

5= Posi-Post Details

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

Instructions v
UIC Info .
i* UIC | LAP547 - TRAINING LAP # UIC Custodian (RO)  KENT, JACOB (ID87654409)
CAC CAC iy
Go@

Go@ .
4. Select . The Search Criteria appears.

Instructions v
Search Criteria A
i Stock Nbr | Al ilcnN Al
Serial Nbr

Q, search | | () Reset

Q, Search
5.  Select . The Unit Issue Reconciliation Post-Post Search Results appears.
Post-Post Items %3 Grd Options v ||+ Add Srint | v | (D Activity
O Al aty Y| Primary Attachment | Stock Nbr ¢ Y item Desc Y mgmt ca Y size YicN ¢ Y Serial Nor Y CAGE cd Y mir Contract Nbr T Mir Lot Nbr Y wir Ot Al
O 1005001170334 REPAIR KITFIRING | A- Serial Number Managed A0D00000000D00B41062 | KIT1104

Selected 0/1 (<@ Page[ 1 ot (b (R <) b H 50 v | items perpage 1-1oftitems (&
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[Cancel a Reconciliation ]
. e F Edit ¥
1. Click L] to select the entry. The Reconciliation is highlighted, and ,
/ Sign v | &Print v  (DActivity @ & Attachments | =5 Email nd

[2f Form Signed Date .
become available.

# Edit ]
2. Select . The Edit drop-down menu appears.
' Cancel Reconciliation | o _
3. Select "= L . The Cancel Reconciliation pop-up window appears.
Cancel Reconciliation x

Do you want to cancel this Unit Reconciliation?

v Yes | (9 Mo

v Yes
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

. I i & Attachments
MATERIEL MGMT > Unit Issue > Reconciliation > [ (desired record) > >

Reconciliation Attachments for UIC / Commodity pop-up window

Procedures

Add an Attachment to a Unit Issue Reconciliation

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

page. Bold numbered steps are required.

_ o F Edit ¥
1. Click I to select the entry. The Reconciliation is highlighted, and ,

# Sign v &= Print v (© Activity | @ Altachments | = Email

7/ 7/ / /

[&F Form Signed Date .
become available.

& Attachments o .
2. Select . The Reconciliation Attachments for UIC: / Commodity:

pop-up window appears.

Reconciliation Attachments for UIC: R42270 / Commodity: ICE X

Instructions L
Mo attachments found @ Attach...

fl Attach...

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

12
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Attach Files ¥

Instructions v
* Attachment

@ Browse...
Desc

Primary

Attachments:
Mame Desc

* Close Window

@ Browse... ] . )
4. Select The Windows Choose File to Upload pop-up window appears..

=] Attach...

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

13
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Attach Files x

Instructions L
* Attachment

@ Browse...
Desc

A
O Primary
— Attachments:
Mame Desc
@ Puffin.png Puffin Picture x: B

¥ Close Window

6. Repeat Steps 4 - 8 to attach multiple documents.

X Close Window ) ) ) )
7.  Select . The Attach Files pop-up window closes, and the file appears in

the Reconciliation Attachments for UIC: / Commodity: pop-up window.

14
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Reconciliation Attachments for UIC: UIC123 | Commodity: CBRN X
Instructions v
- f Attach...
@ FPufiin.png Hx
Note

@ Select the = part of B X 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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