Defense Property Accountability System

DPAS Quick Reference Guide Conducting an Inventory

Manual Inventory

1. Follow Generate an Inventory guide to produce an Inventory Report.

ASSET ID STOCE NER SERIAL HER LOT HMER ITEM DESC oTY ACQ COST
LOC STB LOC EXPR DT ASST CD CIIC LOAN LEASE SUSPT LST INV DT

INV LOC INV SUB LOC SUB CUST ASET LVL TI D cD LOES PILFREL HON-ACTEL
MFR HAME MFE FART HER HEE D MFR MODEL HER STE CD MFR YR EXCS ACTH CD
BEROWN10Z20 To2100FOOaeMiizis ) BA1DSS COMPUTER 1 $5,400.00
BLDE 10 YT o y o c u B/a  01/0Ef2010

BLDS 10 2 1 EA no H/A

SONY CORP OF AMERICA 113303 2008

ER102E000015 702500F00LZ22 DELEITE COMPUTER, LAPTOR 1 $5,400.00
BLDS 10 cTIoN £ o c 5 B/A  01/08/2010

BLDG 10 =1 EA no H/R

DELL COMPUTER CORPOR To00 2008

BULEDODOO41S 676000ZASESAE LENE, CAMERR, CENERAL 7 $1,414.00
BLDG 10 EECTION 11 £ o c " B/A  01/08/2010

BLDG 10 =1 EA no H/A

CoscH 2008

Annotate any discrepancies and verify the following:

2. All data on the report matches the physical asset being inventoried. Notate any discrepancies
such as the Serial Number on the asset not matching the Asset Id on the report.

3. The Asset Id matches the Asset Id on the asset label. You may indicate it has been successfully
inventoried by placing a checkmark next to the asset listed on the report, then continues to the
next Asset Id on the report.

4. Repeat the above steps until all assets on the CUSTODIAN INVENTORY REPORT have been
manually inventoried and verified.

5. Use the Manage Inventory process in Web DPAS to reconcile any discrepancies.
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Automated Inventory

On the scanner, navigate to Start / DpasAit.

Tap OK button.

o vk w N e

Verify the inventory you are about to conduct.

Tab on Inventory from the DPAS Property Accountability screen.

Verify Inventory properties and select Continue button.

D PAS Property

i Accountability

Cancel

7. Enter Inv User Id by using Keyboard option
in bottom right corner.

8. Select Loc / Sub Loc by using the drop-
downs. Sub Loc can also be entered by
using the Keyboard option in the bottom
right corner.

9. Tap OK button.

10. The Conduct Inventory screen displays.

EQUIPMENT

POLICY

OUSD = AT&L + ARA

Verify that DpasAit is installed on the scanner and an inventory is downloaded to it.

| Inv Properties

l.004 101C0020002

> Cd [alli

[ 11C0004-

6 Continue

Cancel

g | Inv Info

10041U1C0020002
D2/10/2010 16388

ER P 4L AREZ

Loc

\ ]
8 it

9 oK

Cancel

7y | Conduct Inventor [ af Ty 4<

Scan Mode jgEEEgi==Ege= -
Courted - Al -

71 _ EZ

4] i I [+

|5 & = EH ]|~ = B

1-844-843-3727
DPAS Website

http://dpassupport.golearnportal.org



Defense Property Accountability System

Conducting an Inventory

Scan Mode - toggle between linear barcode/2-D matrix
scanning and Radio Frequency Identification

Scan Mode |EREgseE gl -

Imager fScanmet View - Counted — All - counted for the entire inventory

Counted this Loc/Sub Loc - counted per the current Loc/Sub
Loc

Counted - Al

Counted this Loc/Sub Loc Remaining — All - what is left to be scanned for the entire
Fernaining - Al A
Remaining this Loc/Sub Loc inventory

1, W Remaining this Loc/Sub Loc - what is left for the current
Loc/Sub Loc

Asset Id — Asset Id’s can be manually entered into this field. This can be accomplished by
using the keyboard or double tapping the asset Id number. Tap Enter button to confirm.

AssetId  |Desc [SerMbr  [Qty Cond Cd [Inv Loc [Inv Sub Loc | Stk Nbr |RFID Tag [unt
HR1OZ7000125 PRINTER, BAR 16200100099 1 A ELDG 4 FOESOORS0I4E9 144680 LONOOIETEROOKS
BULKDDODO422 DISPLAY,BATTL 1 A ELD= 4 144001 1024330 144750 LONOOAETBROOKS
HR 1 Q27000126 PRINTER, BARC 16300101001 1 A ELD: 4 JOSSOORS01469 144681 LONODAETBROOKS
Use the slide bar to see additional information about the
Asset Id’s. The RFID Tag will always appear even if you are
not using the technology. It is assigned to the asset when
it is created in Web DPAS.

Keyboard

S I I

| 5 =] B ]~ = B +

About - display the current version of the DpasAit software on the scanner.

Cancel — return back to the DPAS Property Accountability main screen.

Record Action Item — add notes or requests for a specific asset.

Inventory Statistics — information about the current inventory in process.

Inventory Options — additional selections including Verify Serial Assets, Non-Labeled Asset,
Mark for upload, Select Inventory and Inventory Information.
Request Label - request to print a new label for a specific asset.

Associate Ull - match an asset Id to a 2-D matrix assigned to the item.
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DPAS

Property Accountability
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Conducting an Inventory

Change Condition Code
Double-tap asset whilein
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Mark for Upload

1. Select @H from the task bar of the Conduct Inventory screen. Select Mark for Upload option.

& | Conduct Tnventor - Ty d:

»& | In¥ Properties Yx o "y | In¥ Properties

n Mode |QEEEgEEg= -
Counted - All -

1004110020003 Trwe Mbr 1004 101C0020003
- | =3
uic IS I 5y Are you sure you want to

rnark this inventory for
upload?

MCD003-

Yerify Serial Assets
Non-Labeled Asset
select Inventory
Inventory Info

|.@E—].@=§

Full Inventory - Run Reconciliation -

!pload Cancel Mark For Upload Cancel

2. Select Full Inventory — Run Reconciliation from drop-down menu.
Select Mark for Upload button.
4. Select Yes button.

DPAS Property

i Accountability
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5. To confirm the status of the inventory, select Inventory from the DPAS
Property Accountability screen.
6. Verify that the status of the inventory is Complete.
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