Defense Property Accountability System (DPAS) Add
Attachment Reference Document

Definitions:

An attachment is any printed item added to an asset for informational purposes. Examples of attachments
are user or repair manuals. Attachments are linked to the asset itself.

The “Add Attachment” process will allow you to attach picture files (.bmp, .jpg, .jpeg, and .gif) and Adobe
Acrobat files (.pdf) to an asset. You can add as many files as you want.

Attachment 1 Add Attachment

1. After selecting the Add Attachment button from the Update page, the Upload File page is displayed.
2. If you know the path and filename of the document you wish to attach, you can enter the information
in the *File Path field, or use the Browse button to search for the document.

NOTE: Keep in mind that the maximum length for each file you attach is only 1.03Mg.

Upload File

Asset Id A99999000007

*File Path i—_&:ﬁ Browse.

Primary

Temporary Attachments

[ Atach | Concel
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You must enter a Description of the file in the *Desc field.

The Primary check box can be used to indicate which attachment you wish the system to first land on if
there are multiple files. This is optional.

Select the Add button.
Once you select the Add button, the system displays in the Temporary Attachment section an entry
showing there is a file ready to be attached to the asset. You may continue to add additional files to

the asset using steps 2-5 above.

Temporary Attachments

File Hame
Femove 20080528 138031 _(A99959000007)_h1hede7 3189642372541 Example figure  162.95KH JPG
Eemove 20080528 135302 (A99953000007_Tir2aibd4cigdcledeln CAC Examplel  45452KH JPG
Remove 20080528_135334_(A99993000007_A4ch2f29ch4a40M98777 CAC 34 14kH AP

ORIz =T

Once you have completed attaching all the files you want to the asset, select the Attach button in the
Temporary Attachments section. This will return you to the Asset Update page, where you can complete the
transaction.
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Viewing Attachments

There are two ways to view any attachments to an asset. The most common is to view them using the
Asset Inquiry and the other is through the Details (this is a hyperlink from either the Search Results or
Selected Rows pages).

We will discuss using the Asset Inquiry to view your attachments, first.

1. Select the Inquiries>Asset Management>Asset menu path.

DPAS Home Page
Contact Us Home Help LogOut

Inguiries Statistics
Asset Management '1 ) Asset _
Catalog ! Asset Activity
Accounting | Custodian
Imventony : Pending Transactions
Real Property Excess Asset
Master Data Disposal Activity
User Access Disposal Designhee
Yiew Inquiry Extract ||

Asset Legacy Histony

o ool i s i, ittt N i, A e R gl el P et P o e e e

2. On the Search Criteria page, enter the Asset Id of the item in the Asset Id field and select the Fields
button.

& DPAS Call Center
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3. On the Field Selection page, select the fields you wish to display. If there are fields that you do not

want displayed but have been pre-selected for you, just uncheck those fields.

Field Selection

Extract Excel File Extract ld

©
Extract Text, Comma Privacy Type Private
Separated File @)

My Selections

v Hew Selection List

Accountable Unit Identification Code - The UIC ofthe organization thatis assigned management responsibility for property

Acthl LI helonging to a specific unit organization, or activity. Multiple UICs may he grouped under an Accountable UIC to consolidate data
for accountahility and accounting system reporting purposes

Assetld Unigue locally assigned code used for identification purposes

Custodian Nbr One to six position code, locally assigned, used to identify an individual responsible for assigned assets.

izt [DEEe {13 The description of an asset. For an assetwith a valid national stock number, ltern Description field will he automatically filled
with Approved ftern Name from the Fed Log

Loc Physical location of an asset.

Mift Mame The full name of a specific manufacturer.

Mft Fart Mir Mumber used to record the make or model of a specific piece of egquipment.

[ ScloctAll_| Descloctl 4, Showlnauiy | Submit__]| Rosot | Cancsl |

AV

AV
AV
AV
AV
AV
AY

4. Once you have selected/deselected fields, select the Show Inquiry button. Your query results are

displayed.

|
[4 41 oftzz b bl [200% v | [Findimext [ select a format | [export

Asset Id Custodian Nbr  Loc Mfr ¥r Model Nbr Oty Serial Nbr

0oo74877 KEMMYG BLDG 3 2008 1 123

oongsg USRO09 BLDG 10 2003 1 62390

44404792 KEMNMNYG KEMNMNY 2008 1 12

4523AC0033 USRO01 BLDG & 2006 ROUMD3R 1 00251108798

526252 UsR0mM BLDG 1 2008 1 554554

BEGEGE 125463 BLDG 4 2007 RRT-456 1 555554

919191 UsRO02 BLDG 6 19499 LAT-123 1 828282

9876543 USRO0G BLDG 3 194945 1 USBBE175064

9999 USRO01 BLDG 2 2008 11111 1 23456

AZQQ8Q000007 FTVIYT SAC AREAT 2008 65432168 1 25146540625045

5. Place your mouse pointer on any of the data that is displayed under the column headings (your cursor

will turn to a Hand object when you do this) and click your left mouse button.
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6. The details of the item you selected are displayed.

Basic Catalog Excess Inventery Accounting Depreciation Ancillary All Attachments Compeonent
4 4t fin b bl [1o0% vl | Findluext |selact a format s |Export

Asset Inquiry - Basic Detail

Site Id SAT-1 Actbl UIC A00001

mc AADDT3 Process Action

Stock Nbr 1048 Serial Nbr 23456

Item Desc WEAPON

Asset Id 9999 Custodian Nbr LSR001/004

Lot Nbr Expr Dt

Qty 1 Total Cost $100,000.00

Loc BLDG 2 Sub Loc

Acy Cost $100,000.00 Awvyg Unit Cost

Acq Dt 081242008 Rcpt Dt 061 202008

7. Using the tabs at the top of the page, select the Attachments tab. The Attachment View page displays
all files that are attached to the asset. These are shown as “thumbnails” which you select to open the
file.

Asset Attachment Viewer

- =

ok |

Cnmputer]pE User {}mde pdf Admin Guide pdf

8. Select the thumbnail you want to open to view your attachment.
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The second way to view an attachment is when you are viewing the Details of an asset. The details of an asset
are viewed through the Search Results or Selected Rows page. Let’s discuss this option using the Search
Results from the Transfer process.

Search Results
] Asset Id Stock Hbr Serial Hbhr tem Desc Cust Mbr |
[]11 AH9999000007 7025015230020 25146540685049 SERVER TrrTes

[]1 Z11111100006 7040 : TYPE1 TYPEWRITER DmB007
11 Zu111100007 7040 SelE CEEl Bl
[]1 AH9899000017 Svv1 3 _
[]1 AH9999000018 SWi132 BEAEZ

[(]1 A93339000020 Sw1321C BRE4

o E ol - = sl

TRUCK CARGO 421 TO SACO01
TRUCK CARGO 42 1 TO SACO01

Select the hyperlink for the asset you want to view the details.

1. The Details page for the asset will display.

10/23/2008
13375.68

3 Attachments

mmmwm‘#i

2. Select the Attachment hyperlink to open the Asset Attachment Viewer. The Asset Attachment View
page displays all files that are attached to the asset. These are shown as “thumbnails” which you select
to open the file.

3. Select the thumbnail you want to open to view your attachment.
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