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DPAS Quick Reference Guide Inquiries (General) 

DPAS Call Center 
1-844-843-3727 

 
DPAS Website 

http://dpassupport.golearnportal.org 

1. Select Inquiries, then the appropriate menu / sub-menu option. 
2. From the Search Criteria page, choose the data elements to be filtered from the 

static list (Static Inquiry) or select the elements from the Available Field(s) list 
(Dynamic Inquiry).  

3. Select the appropriate operand. 
4. Enter (or select) search criteria. 
5. Select the Fields button. 

Perform an Inquiry 

Example of a Static Inquiry 

Example of a Dynamic Inquiry using Available Field(s) 
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The Show Inquiry button is used to bypass 
the Field Selection page and go directly to 
the results. The default field selections are 
used and display with a maximum of 5,000 
records. An extract is not created. 
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6. Check the box next to the fields 
you want to display in the 
inquiry.  

7. Select the Show Inquiry button 
to view the query of fewer than 
5000 records. 
(Continue to the next page.) 

Perform an Inquiry 

6. Check the box next to the fields you want to 
display in the inquiry.  

7. Select if the inquiry should be extracted in an 
Excel File or as a Text, Comma Separated File. 

8. Select a Privacy Type of Private or Shared. 
9. Enter an optional Extract Id to easily identify 

your inquiry. 
10. Select the Submit button to extract inquiries of 

more than 5000 records. 
(See Page 4 for instructions to view your 
inquiry extract.) 

View Inquiries Within DPAS View Inquiries Extracted from DPAS 

You may use the Submit button to extract 
fewer than 5000 records. 
 
The inquiry extract is useful when you need 
to manipulate the results outside of DPAS. 
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8. Select the page arrow to show additional pages. 
9. Select the Export icon (          ) to save the results into either a PDF, Excel, 

or Word document. 
10. Select a specific data element to view any available detail information. 
11. Select Cancel to return to the Search Criteria page. 

Perform an Inquiry 
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1. After the Submit button is selected on the Field Selection page, navigate to 
Inquiries / View Inquiry Extract. 

2. The View Reports page displays. Choose the inquiry to download and select 
the Run button on the File Download Security Warning dialog box. 

3. Select the Run button on the Internet Explorer Security Warning dialog box. 
4. The inquiry is saved to your desktop. 
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View Inquiry Extract 

Extracts are saved to your desktop 
with the filename of:  DpasExcelData-
USERID-Date/Time.xls or .csv 
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