Defense Property Accountability System

DPAS Quick Reference Guide Division Management

The Division AUD process will only be

Addlng a DlVlSlon available to role specific users.

1. In the DPAS Materiel Management module, navigate to Division Management from the
Master Data Mgmt menu — The Results Grid displays a list of all currently available
Divisions.

. Select the Add button from the grid header - The Add Division pop-up displays.

. Enter a Name for the Division.

. Enter a Description.

. Enter POC information as needed.

. Select the optional Add / Edit Remarks hyperlink to add a comment in the Remarks
and/or History Remarks fields.

7. Select the Add button to save the changes — The updated Division displays highlighted at

the top of the Results Grid.
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The Division Name cannot be changed.

Updating a Division

1. In the DPAS Materiel Management module, navigate to Division Management from the
Master Data Mgmt menu — The Results Grid displays a list of all currently available
Divisions.

. Select the Check Box adjacent to the Division name.

. Select the Edit button from the grid header — The Update Division pop-up displays

. Change data as needed.

. Select the Add / Edit Remarks hyperlink to add a comment in the History Remarks field to
document the reason for the change.

6. Select the Update button to save the changes — The updated Division displays highlighted
at the top of the Results Grid.
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A Division cannot be removed if it is

DEIetlng a DlVlSlOH associated to an active ICP(s) and if any
material is attached to the applicable ICP(s).

1. In the DPAS Materiel Management module, navigate to Division Management from the
Master Data Mgmt menu — The Results Grid displays a list of all currently available
Divisions.

2. Select the Check Box adjacent to the Division name.

3. Select the Delete button from the grid header for the Division to be removed — The
Confirm Delete pop-up displays.

4. Enter optional Remarks.

5. Select the Delete button — The Zone is removed from the Results Grid.
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