Defense Property Accountability System

DPAS Quick Reference Guide Operator/Technician Add/Update/Delete (M&U)

Addlng Operators/TechniCianS Certifications and Licensing must be built

before they can be used in association with

operators and technicians to denote the

1. Navigate to the Master Data / skills/licenses of the operator/technician.
Operator/Technician menu.

2. Select the Add button.

3. Select Opr/Tech Cd. Enter remaining

mandatory and optional fields in the
Personnel Info table.

Search Criteria
iOpriTech Id |

OpriTech Cd |Se|ect an ltem

iLast Name

4. Check the box next to the Rate Type Assoc
CV- Civilian or MI-Military

5. Select the appropriate Cert/License(s)

from the Certificate(s)/License(s) Info table.
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One method of entering the Opr/Tech Id is to use the first four characters of
their last name followed by the first three characters of their first name and a
sequential number. For example: John Smith is SMITJOH1.
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Adding Operators/Technicians

6. Labor Categories Tab- Select from the drop down which labor category and rate type
is associated with the Operator / Technician. Click the Add hyperlink to add to the grid.
A new row will display so you can associate as many labor categories and rate types.
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7. Select the Add button to complete the process.
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One method of entering the Opr/Tech Id is to use the first four characters of
their last name followed by the first three characters of their first name and a
sequential number. For example: John Smith is SMITJOH1.

DPAS G2

EQUIPMENT | 1-844-843-3727
POLICY kg DPAS Website
OUSD « AT&L * ARA . )

http://dpassupport.golearnportal.org



Defense Property Accountability System

DPAS Quick Reference Guide Operator/Technician Add/Update/Delete (M&U)

Updating/Deleting Operators/Technicians

1. Navigate to the Master Data / Operator/Technician menu.
2. Select the Search button to view all Operators, Technicians and Operator/Technicians.

3. The Search Results page displays. Select the Update hyperlink to revise an Operator or
Technician, or the Delete hyperlink to remove an Operator or Technician.

4. If Updating: Enter your changes and select the Update button.
5. If Deleting: Verify the Operator or Technician to delete and select the Delete button.

Search Criteria
OpriTechId

A Primary Technician cannot be deleted if they are attached to open Work
Order(s). (Primary Technicians are designated during the Work Order
Add/Update process)
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