Defense Property Accountability System

DPAS Quick Reference Guide Warehouse Conduct Physical Inventory

‘ Conduct Physical Inventory - Print Inventory Report ‘

1. In the DPAS Warehouse Management module, Manual Inventories are conducted by
navigate to PhYSicaI Inventory from the Material verifying, counting and writing down
Mgmt menu — The Manage Physical Inventory inventory results. These results are
page displays (step not shown). recorded in DPAS producing a report

2. Select the Expansion Arrow to the left of the of overages and shortages.

inventory to be conducted.

3. Select the Inv Report button — The File Download
dialog box displays.

4. Select the Open button.

5. Print the .PDF from Adobe Reader.
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If the inventory was created as a visible
inventory, the Expected Quantity (EXP QTY)
column will be populated with values of the
equipment. If the inventory was a blind

inventory, these totals will not be available.
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Conduct Physical Inventory - Conduct Manual Inventory

1. Conduct a count of equipment by Stock Numbers and Inventory Control Numbers
(ICNs) (step not shown).

Write the quantity counted in the Count Qty field.

Write the Inventoried Date and Time into the Count Dt/Tm field.

Note any discrepancy with the Condition Code (COND CD) of the item.

Complete the process for all equipment (step not shown).
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teport|11pdf - Adobe Reader

S = G Y I The Inventory Report has
ZESE|®®[2)s|@ @ (0] HE| 2 2 | Sign | Comment ) i
- - blank entries to write
REPORT ID: LPWHR2L DEFENSE PROPERTY ACCOUNTABILITY SYSTEM DATE: 03/17/2014 TIME: 14:01 PAGE: 2 .
WAREHOUSE: COLUMBUS PHYSICAL INVENTORY REPORT dOWn equlpment found
LOCATION ID STOCK NER ITEM DRSC
i) SERIAL MER (= INER ID CWRING DODARS PRI D BKP OTY UL OO durlng the Inventory.
INDIV ISSUR 1005090007544 RIFLE 308 CAL W
AOOSOOG00000000525) II4I4EL9B5XTIN2TS A WC1001 1
T T s B - These are referred to as
ARDOSOOG000000009252 I4E5699R219IR22L6T2 A WC1001 1 BA
INDIV IS5UR 1005090007544 RIFLE 308 CAL FRA Ove rages-
ADOSOOG000000009253 4342690245958322 A WC1001 1 BA
INDIV ISSUR 1005090007544 RIFLE 308 CAL FRA
ADOSOOO000000009254 132TES5I2ETISATIY A WC1001 1 BA
INDIV ISSUR 1005090007544 RIFLE 308 CAL PRA
AX0OO00000000000925T S829849812985051 A RWC1001 1 BA
IEDIV I55VE LOOS0RIOTEAS  RIFLE 108 CAL FRA
AFOOC00000000000525F 256149012901 FELTY A RC1001 1 EA
INDIV I55VE 1005090007544 RIFLE 108 CAL FRA
AF0OC00000000000525% O3Z19129EFLSITLEIET A RC1001 1 RA
INDIV I55UR 8415023107337 GLOVES, MENS AND WO
BO000000000000008455 A RC1001 5316 FR
INDIV I5SUR B415024632274 GLOVE IMSERTS,C0LD
BO00C00000000000R45E A RC1001 €413 R

Conduct Physical Inventory - Enter Results into DPAS

1. Select the Expansion Arrow to the left of the inventory conducted.
2. Select the
Conduct button. o SR S

Phiysical i Nbt T FaciliyFaciites « T Zonw(s) T Location Y Repodable Commoaty Type(s) T Conaiion Cals) Y invType T InvEsecution Type T I SegmentCa T CostCel
Piv-
O n |y M anu al I nventOI’ies ' © Cancel | | COLPIVO31114131858422 ;E:;::al I AIT - AIT Inventory 2
PIv-
h ave th e cond u ct » ©® Caneel COLPIVO31114132012163 CIE::::)I I AIT - AIT Inventory o9

button. Automatic | ===y | Pe—— P AT o ®
dentification e - N =
Technology (AIT) e SlPunens e
Inventories use a PDCD ( oo P

to gather and report '
information to DPAS.
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Conduct Physical Inventory - Enter Results (Cont’d) ‘

1. Enter inventoried results into the Inventoried Qty field.

2. Enter inventoried date and time into Count Dt/Tm field. Enter a quantity of zero if the

3. Enter optional Remarks. asset(s) is unavailable. Leaving

4. Select the Save button before navigating to the next page the field blank will create an
— The Records Saved pop-up displays. €rror message.

Select the OK button.
6. Complete entries for all equipment (step not shown).

o

Conduct Physical Inventory s
~
Physical Inventory Information
Physical Inv Nbr Sequence Nbr Physical Inv Status
COLPIV062514134019073 1 Released v
Personnel Owning DoDAAC prjcd
Inventoried Items + Add £ Grid Options »
Stock Nbr Y ltem Desc T Serial Nbr Y Locationld 4 T Containerld T CondCd T ICN T ExpectedQty T Inventoried Qty Y’CuuntDUTm Y Remarks YT
M. # BI25/2014 .
1005090007544 |RIFLE 308 CAL PRA  5829849812085051 | INDIV ISSUE A AD0000000DD0D000925T 1 £ 50000 Al &
r T, Ef25f20;4
1005090007544 |RIFLE 308 CAL PRA  25614981208198129 | INDIV ISSUE A AD000000000000009258 1 £ 0000 A P
r T, ﬁféstznu
1005090007544 |RIFLE 308 CAL PRA  0321912989151916987  INDIV ISSUE A A0000000000000009259 1 A %’2 0000 Al &’ |
:00 Al
r
r -
8115014508593  BOX, WOODEN ol Records Saved % )000000000000044 300 # 305 1-’2 550552;14 s
r
r N L
8455016072745 | SLEEFING BAG bae been saved successfully. f0D000ODODD0B4R3 500 # 498 p ;é?ﬂsfm“ s E
:00 Al
r
r
| 5 # 612512014 .
2,049 -
8465013056991 | SLEEPING BAG 000000000008464 2,049 #2 120000 A4 &
r
HELMET, GROUND R # 61252014 .
8470014762519 1000 BO000OO00D0D00000021 50 # 50 120000 A &
r
TRUCK R # 61252014 N
2320015308887 102 Ton aznoR A AD000000000000009276 1 £ 20000 A &
r
TRUCK . # 61252014 .
2320015305687 15 TR RN A A0000000000000009277 1 A 0000 Al &
POCKET AMMUN - 612512014
B000000000000000ES =
M o4 2003 4 3 b 10 v | items per page 1-10 of 26 items
Save + Mark Inventory as Complete ® Cancel =
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Conduct Physical Inventory - Adding an Overage ‘

1.  Select the Add button — The Add Inventoried Items pop-up displays.

2.  Enter theitem’s stock number in the Stock Number field.

3.  Enter or browse for the inventory control number of the item in the ICN field.
4.  Select the item’s location using the Location Id Browse (...) button.

5.  Enter the item’s Container Id, if applicable.

6. Select the condition code of the item in the Cond Cd drop-down list.

7.  Enter the quantity in the Inventoried Qty field.

8.  Select the items Owning DoDAAC from the drop-down list.

9. Choose a Prj Cd, if applicable.

10. Select the Add button.

COLPIV0B2514134018073
Personnel

Add Inventoried Items ®

Instructions v
* Stock Nbr *ICN
8465014456274 - B0000000000000000020 -

i Location Id i Container Id

Inventori

Stock Nor

1005090007544 RIFLE 308 CALPRA | 58208

1005090007544 RIFLE 308 CALPRA 256148

~ INDIV I5SUE x - Optional

1005090007544 RIFLE 308 CAL PRA | 0321042

*Cond Cd * Inventoried Qty
8115014508503 BOX, WOODEN A- Svebl(wio Qual) - 100 -
8485016072746 SLEEPING BAG * Count DtTm

6/25/2014 12:00 AM

8465013056991 SLEEPING BAG

* Owning DoDAAC PriCd
8470014762519 ?EE';';ET GROUND HC1001 v Optional v

Add | Edit Remarks

TRUCK
2320015305687 yo.croe aguor | ARTRKO02

TRUCK 154
2320015305687 |10 mrop mwor | ARTRKOD3 + Add ® Cancel

n| < n 2 3 4 » w10 v femsperpage 1-100f38items

~ Save |+ Markinventory as Complete  © Cancel

Conduct Physical Inventory - Mark as Complete

1.  Verify all entries are complete.

Select the Mark Inventory as Complete button

3.  Physical Inv Status for the record changes to
OUR — Open — Unreconciled

g
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