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DPAS Quick Reference Guide Unit Return 

DPAS Call Center 
1-844-843-3727 

 
DPAS Website 

http://dpassupport.golearnportal.org 

Processing a Unit Return 

1. In the DPAS Warehouse Management module, 
navigate to Return  from the Materiel Mgmt > Unit 
menu path – The Unit Return Results Grid displays. 

2. Select the Return button next to the UIC of the Unit  
Custodian and Security Commodity Type for the 
equipment the unit is returning – The Unit Return 
Detail displays. 

UIC Custodians can be changed by 
selecting the Edit button under the 
Unit Return Header.  Once selected, 
the UIC Custodian field becomes 
available for updating to a different 
custodian by browsing  for or selecting 
the new custodian. Once the new 
custodian is chosen, the Update 
button must be selected. This displays 
the equipment associated with the 
new custodian.  
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Processing a Unit Return (Cont’d) 

3. Select the checkbox next to the equipment to be returned –  
If all equipment is being returned, select the All checkbox. 

4. Select the Edit button. The fields available for updating  
become active. (step not shown) 

5. Select the Cond Cd. 
6. Select either the Location Id and/or Container Id  from the drop-down list. 
7. Enter the Qty Returned for each piece of equipment being returned. 
8. Enter the Qty Not Ret. if the Qty Issued and Qty Returned are not equal.  
9. If Qty Not Ret. is entered, select the Not Ret. Reason Cd from the drop-down list. 
10. Select the Mark Uploaded button. The record is saved. 
11. Select the Sign button in the Unit Return Grid to save the changes . 
12. Select either the eSign or Manual Sign button on the Unit Return Electronic 

Signature pop-up to process the transaction. 

A default location/container 
for each stock number 
/condition code can be 
established using the 
Location Condition Code 
Default process. 
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Adding Additional Unit Items for Return 

To return additional items that were not originally assigned to the  
unit, navigate to the Unit Return Detail page. 
1. Select the Add button in the Unit Return Grid - A blank row 

displays in the grid. 
2. Browse for and select the Stock Nbr. 
3. Verify the ICN. 
4. Select the Cond Cd from the drop-down list. 
5. Browse for and select either the Location Id or Container Id. 
6. Enter the Qty Returned.  
7. Choose the Mark Uploaded button. 
8. Select the Sign button to save the changes. 
9. Select either the eSign or Manual Sign button on the Unit  

Return Electronic Signature pop-up to process the transaction. 

When adding additional 
equipment not initially 
issued, or from a 
different commodity, a 
statement could appear 
when the Sign button is 
selected. The 
statement indicates the 
items being returned 
are of a different 
commodity and asks if 
you would like to 
continue.  If so, select 
the Yes button to 
continue the process. 
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