
1

DPAS Quick Reference Guide Physical Inventory

DPAS Call Center
1-844-843-3727
DPAS Website

http://dpassupport.golearnportal.org

Schedule a Physical Inventory

1. In the DPAS Materiel Management module, navigate to 
Physical Inventory from the Materiel Mgmt menu - The 
Results Grid displays a list of all currently available Physical 
Inventories.

2. Select the Add button from the grid header - The Add
Physical Inventory pop-up displays.

The Physical Inventory request
is scheduled and managed by 
the ICP. The request is then sent 
to applicable RSA(s) for 
Inventories to be performed.

2

CUI



2

DPAS Quick Reference Guide Physical Inventory

DPAS Call Center
1-844-843-3727
DPAS Website

http://dpassupport.golearnportal.org

1. Select an Inv Mode from the drop down – determines 
the type of inventory.

2. Select an Inv Release Type from the drop down –
determines how the inventory request is sent to the 
selected RSAs.

3. Enter a Release Dt – determines when the inventory 
request should be sent to the applicable RSA(s). 

4. Enter a As of Dt – determines when a snapshot of the 
inventory in both the ICP and RSA(s) should be taken.

5. Enter a Due Dt – determines when the inventory must 
be completed by and results sent to the ICP

6. Select Next button – Continues to the RSA/Catalog tab

Inventory Release Types : 

PLN – Planned Only, planning purposes 
and will not release the inventory plan 
to the RSAs

SAP – Scheduled Inventory Planned, 
schedule a planned physical 
inventory request

SAR – Scheduled Inventory Random, 
unplanned physical inventory request

Inventory Type

1
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Inventory Modes : 

SEG – Inv Segment Cd, perform a 
physical inventory based on inventory 
segment code(s)

STK - Stock number, perform a physical 
inventory based on stock number(s)

SER - Serial Number, perform a 
physical inventory based on a serial 
number(s)
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Inv Mode – SEG, Inv Segment Cd 
1. Select or enter the RSA(s) that need 

to conduct the inventory.
2. Select the Inv Segment Cd to 

determine what inventory will be 
counted by the RSA(s).

3. Select Next – Continues to the 
Condition Codes tab

RSA / Catalog tab view will change depending on 
the Inv Mode selected.

RSA / Catalog

1
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Inv Mode – STK, Stock number 
1. Select or enter the RSA(s) that need 

to conduct the inventory.
2. Select the LIN/TAMCN(s) or the 

Stock Nbr(s) to determine what 
inventory will be counted by the 
RSA(s).

3. Select Next – Continues to the 
Condition Codes tab

Inv Mode – SER, Serial Number 
1. Select or enter the RSA(s) that need 

to conduct the inventory.
2. Select Next – Continues to the 

Condition Codes tab
You do not select the Serial Numbers to 
include on the inventory by serial 
number
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1. Select Condition Codes – determines what 
inventory in those condition codes need to be 
inventoried.

2. Select Next – Continues to the Review tab

Condition Codes
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By default, all possible condition codes 
are selected for the Physical Inventory 
Request

CUI



5

DPAS Quick Reference Guide Physical Inventory

DPAS Call Center
1-844-843-3727
DPAS Website

http://dpassupport.golearnportal.org

1. Optional – Select Back – return to previous tab(s) 
in order to make corrections.

2. Optional – Select Cancel – cancels the Physical 
Inventory request

Review
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The Review is used to verify the Physical 
Inventory request before scheduling it 
for the RSA(s).

3. Select Add – Saves and 
submits the request.

The Physical Inventory will be sent to 
the RSA(s) based on the Scheduled 
Release Date.
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Update a Physical Inventory

1. In the DPAS Materiel Management module, navigate to Physical Inventory from the 
Materiel Mgmt menu - The Results Grid displays a list of all currently available 
Physical Inventories.

2. Select the Check Box adjacent to the Physical Inv Nbr and select the Edit button from 
the grid header – The Update Physical Inventory pop-up displays

3. Make the necessary changes on each tab – Select Next to navigate to the next tab
4. Select the Add / Edit Remarks hyperlink to add a comment in the History Remarks

field to document the reason for the change.
5. Once on the Review Tab, select the Update button to save the changes - The 

updated Physical Inventory displays highlighted at the top of the Results Grid.

The Update process can be used to 
make adjustments to Open Planned
or Open Scheduled inventories.
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Released or Closed Inventories 
cannot be updated.
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Cancel a Physical Inventory

1. In the DPAS Materiel Management module, navigate to Physical Inventory from 
the Materiel Mgmt menu - The Results Grid displays a list of all currently available 
Physical Inventories.

2. Select the Check Box adjacent to the Physical Inv Nbr and select the Cancel button 
from the grid header – The Cancel Physical Inventory pop-up displays

3. Select the Yes button – The Physical Inventory request is Cancelled and is removed 
from the Results Grid.

Any Physical Inventory request in an 
Open Status can be Cancelled. 

Canceling an inventory will cancel 
the request(s) and send a cancelation 
message and to the RSA(s) that were 
assigned the Inventory.
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Reconcile a Physical Inventory

1. In the DPAS Materiel Management module, navigate to Physical Inventory from the 
Materiel Mgmt menu - The Results Grid displays a list of all currently available 
Physical Inventories.

2. Narrow the search for the Physical Inventory request being reconciled by entering 
information into the Search Criteria area.

3. Select the Check Box adjacent to the Physical Inv Nbr and select the Reconcile
button from the grid header – The Physical Inventory Reconciliation pop-up displays

Once the RSA(s) complete and reconcile 
their physical inventory, the status of the 
inventory is sent to the ICP
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The ICP can approve suggested RSA 
reconciliations or request a recount 
on any discrepancies
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Reconcile a Physical Inventory

1. In the Physical Inventory Reconciliation page - The Reconciliation Summary grid 
displays a list of the RSA(s) reported discrepancies.

2. Select the Check Box adjacent to the record(s) and select the appropriate action 
from the grid header – The designated action will display a Confirmation pop-up.

3. Confirm the selected action or select cancel – The Physical Inventory is reconciled 
and closed once the ICP Completes the request.

The Physical Inventory Reconciliation 
can be completed, sent back for recount, 
or cancelled by the ICP.
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If Recount is selected, a new Physical 
Inventory request will be created in the 
RSA.
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