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DPAS Quick Reference Guide Custodian 

DPAS Call Center 
1-844-843-3727 

 
DPAS Website 

http://dpassupport.golearnportal.org 

Adding a Custodian 
1. Navigate to the Asset Management >       

Custodian menu path. 
2. Enter a 1-6 position, alphanumeric (no            

spaces or special characters) Major Custodian Nbr. 

5. Enter the mandatory name of the Custodian. 
6. The remaining fields are not mandatory; however, it is always good practice to enter 

as much information about your custodians as possible. 
7. Select the Add button to complete the process. 

3. If adding a Sub Custodian Nbr, enter a 1-6 position, alphanumeric (no spaces or special 
characters).  THE MAJOR CUSTODIAN NBR MUST EXIST BEFORE A SUB CUSTODIAN CAN 
BE CREATED. 

4. Select the Add button (or Search if updating or deleting). 
 

If assets are assigned 
to a Custodian, you 
will not be able to 
complete a delete 
process. 
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