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Catalog Pending 
1. Navigate to Pndg Catalog Tran from the Catalog 

menu. 
2. Select the checkbox for what you wish to view; 

Catalog Pending or Manufacturer Pending.  You can 
also select both, if needed. 

3. Select the Search button. 

The Pending Catalog 
Transaction process is used to 
catalog records that are 
coming to you from outside 
sources.  These are assets that 
have a Status Code of CP 
(Catalog Pending) or MP 
(Manufacturer Pending) or 
have missing or incomplete 
information on the receiving 
Agency's Catalog. 
  
If you use the Stock Number or 
Manufacturer processes from 
the Catalog menu to add the 
stock number, the Status Cd 
will not be changed. 

4. Select the asset(s) to Catalog. Multiple rows can be selected if all selected rows have the 
same Doc Nbr and Stock Nbr combination 

5. Select the Continue button. 
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Catalog Pending - Selected 
6. You must select the Stock Nbr Browse (…) button. The access to add a new stock number 

or assign the asset to an existing stock number exists in the Stock Nbr browse step. 

In the example, CP was selected 
on the Search Criteria page 

7. A stock number is required in this step. You can accept the pending stock number, search 
for a stock number or enter a new stock number in this window. Select the Add button. 
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Catalog Pending - Selected 
8. Complete the Catalog Add page. 
9. Select the Add button. 
10.Select the Close button once the transaction completes. 
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Catalog Pending - Selected Continued 
11.When you return to the Stock Nbr Browse window, select the Search button. 
12.Choose the Select hyperlink for your Stock Number. 

Once you are 
returned to the 
Selected Rows page, 
select the Continue 
button to process. 
DPAS will return to 
the Selected Rows 
for Manufacturer 
Pending. 

Manufacturer Pending - Selected MP was selected on the 
Search Criteria page or CP 
just completed 

1. Select the Manufacturer Name Browse (…) button. 
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Manufacturer Pending - Selected Continued 
2. Select the Add button. 

The Mfr Name is not 
required before selecting 
Add. 

 
 
 
 
 
 
3. Enter the Manufacturer 

information. 
4. Select the Add button. 
5. Select the Close button 

once the transaction 
processes. 

 
6. Select the Search button. 
7. Choose the Select 

hyperlink next to the 
manufacturer. 

 
 

You are returned to the Selected 
Rows page. From here you can 
select the Continue button to 
complete the process. 
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