Defense Property Accountability System

DPAS Quick Reference Guide Document Number Range
Adding a Document Number Range T peBin and End Sertal
r fields are a minimum of
one and a maximum of four
1. Inthe DPAS Warehouse Management module, navigate to digits
Document Nbr Range from the Warehouse Mgmt menu -  * Document Number Range

Document Types cannot be
duplicated within the
Warehouse.

Existing Doc Nbr Ranges display in the Results Grid.
2. Select the Add button - The Add Document Nbr
Range pop-up displays.
Enter a range name in the Range Desc field.
Enter a Begin Serial Nbr.
Enter a End Serial Nbr.
Select a Document Type from the drop-down list.
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Select the Add button to complete the process.

Add Document Nbr Range K

# Edit * Delete HCI001 RECEMNG )
Instructions v
T
# Edit XDelete | HC1001 | UNITISSUE Add Range
# Edil > Delete || HC101  DISPOSITION Document Number Details w
* DoDAAC
# Edil ¥ Delete || HC1001  MRO HC1001
* Range Desc
# Edit X Dalete || HC1001  REPLEMISHMENT Tranasfer G -

L L n L] L] 10 v flems per page

* Begin Serial Nbr

1501 a

* End Serial Nbr
1600

* Document Type E
TF - Warehouse Transfer 4 Q

7 ~Add || ®Cancel

DD
U

EQUIPMENT

POLICY DPAS Website
OUSD « AT&L * ARA http://dpassupport.golearnportal.org




Defense Property Accountability System

DPAS Quick Reference Guide Document Number Range

The MS-Miscellaneous
Document Type was
created when the
Warehouse was created. It
has a default range of 9001
t0 9999. The range can be
edited if necessary but

2. Select the Edit button for the Document Number Range to cannot be deleted.

update - The Update Document Nbr Range page displays.

Updating a Document Number Range

1. In the DPAS Warehouse Management module, navigate to
Document Nbr Range from the Warehouse Mgmt menu -
Existing Doc Nbr Ranges display in the Results Grid.

3. Make any necessary changes and select the Update button.
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Splitting a Document Number Range

You may use the Check
Values button to verify the

1. In the DPAS Warehouse Management module, navigate to
Document Nbr Range from the Warehouse Mgmt menu —
Existing Doc Nbr Ranges display in the Results Grid.

2. Select the Edit button for the Document Number
Range to split- The Update Document Nbr Range
pop-up displays.

3. Select the Split Range tab from the Update Document
Nbr Range pop-up.

4. Enter a New Range Description.

5. Enter a New Begin Serial Nbr.

6. Select the Check Values button — Displays the new
Existing End Serial Nbr.

7. Select a New Document Type.

8. Choose the Update button to create the new range.

new range does not
conflict with an existing

range.
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Deleting a Document Number Range

1. In the DPAS Warehouse Management module, navigate to Document Nbr Range from
the Warehouse Mgmt menu - Existing Doc Nbr Ranges display in the Results Grid.

2. Select the Delete button from the Results Grid for the range to remove - The Confirm
Delete page displays.

3. Select the Delete button to confirm the record to be deleted.
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