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Introductions 

Presenter 
David Brooks, DPAS Support Team 

 

Q&A 
Scott Milewski, IT Training Specialist 

 

Ground Rules 
Submit questions through the question pod – we will discuss 
them throughout the session 

Turn your volume Up and let the presentation team know if 
you have trouble hearing the presentation (through the 
question pod) 

You can maximize the presentation pod (toggle Full Screen) 

Download the presentation from the File Sharing pod 
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Agenda 

Purpose 

DPAS Custom Inventories  
Scenario 

Request a Custom Inventory 

Alternate Search Criteria 

Filtering and Selecting from Search Results 

Number to Display 

Custom Update selections 

DPAS Custom Inquiries 

Wild Card Searches 

Summary 

Questions / Polls 
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Purpose 

Purpose 
To provide an overview of the DPAS Custom 
Inventory and Custom Inquiry process.   

 

Allow users to ask specific Custom Inventory/Inquiry 
questions. 
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DPAS Custom Inventories 

DPAS Custom Inventories 

Custom Inventory module should only be used to 

spot check groups of assets. 

 

Use the regular DPAS inventory process for one 

hundred percent inventory checks. 

 

Custom Inventories are not “hard inventories”. 
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DPAS Custom Inventories 

Scenario 
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Scenario 

Single Set of Criteria: 

All Laptops or Notebooks 

manufactured by Dell 

 

Of 18 Laptops and 

Notebooks: 

 

4 Laptops manufactured by 

Dell plus 

3 Notebooks manufactured 
by Dell equals  

 

7 Total Results 

Scenario 
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DPAS Custom Inventories 

Scenario 

 

1/23/2013 

Second Set of Alternate Search Criteria: 

All Servers manufactured by Honeywell 

 

Of 8 Servers: 

 

3 Servers manufactured  

By Honeywell  

 
-plus- 

 

7 Laptops and Notebooks manufactured 
by Dell equals 

 

10 Total Results 

Scenario 
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Generating Inventory 

Generating a DPAS Custom Inventory 

Navigate to: 
Inventory > Generate Inventories > Custom 
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Available Field(s) 

Custom Inventory Search Criteria 
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Item Desc is selected 

from the Available 

Field(s) drop-down 

list. 
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Available Value(s) 

Custom Inventory Search Criteria 

Available Value(s) 
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LAPTOP is selected from the Available Value(s) drop-down. 
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Selected Value(s) 

Custom Inventory Search Criteria 

Selected Value(s) 
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LAPTOP appears in the Selected Value(s) field. 
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Adding more Values 

1/23/2013 

Custom Inventory Search Criteria 

 Selecting Additional Available Value(s)  

NOTEBOOK is selected from Available Value(s) drop-down. 
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Selected Value(s) 

Custom Inventory Search Criteria 

Selected Value(s) Field 
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NOTEBOOK appears in the Selected Value(s) field. 
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Additional Criteria 

Custom Inventory Search Criteria 
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Mfr Name is 

selected from 

Available Field(s) 
drop-down list. 

15 

Available Value(s) 

Custom Inventory Search Criteria 

Available Value(s) 
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DELL COMPUTER CORPORATION is selected from Available Value(s) drop-down list. 

16 



1/23/2013 

Custom Inventory 9 

Selected Value(s) 

Custom Inventory Search Criteria 

Selected Value(s) Field 
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DELL COMPUTER CORPORATION appears in the Selected Value(s) field. 
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Additional Search Criteria 

Custom Inventory Search Criteria 

Alternate Search Criteria 
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Alternate Search Criteria button is selected and a new Search Criteria set appears. 
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Multiple Criteria 

Custom Inventory Search Criteria 
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9+3=12 

New Search Criteria is determined.  Select Search button to continue. 
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Search Results 

Custom Inventory Search Results 

Criteria Sets and Number to Display 

 

1/23/2013 

Assets are selected.  The Continue button is selected. 
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Search Update 

Custom Inventory Search Update 

Type Action 
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Select Init Inventory and Gen Report from Type Action drop-down list. 
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Search Update 

Custom Inventory Search Update 

Report Sort Seq 
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Asset Id is selected from the Report Sort Seq drop-down list. 
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Search Update 

Custom Inventory Search Update 

Generate Inv 
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Complete List:  1 Inventory is selected from the Generate Inv drop-down list. 
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Search Update 

Custom Inventory Search Update 

Sched Cmpltn Dt 
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Select or enter date into the Sched Cmpltn Dt text field. 
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Search Update 

Custom Inventory Search Update 

Inv Name 
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Enter “Dell Laptops and Notebooks and Honeywell Servers” - Select Submit button. 
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Transaction Status 

Custom Inventory Transaction Status 

Success 
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Custom Inquiries 
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Custom Inquiries 

Custom Inquiries 

Type Action 
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Select Inquiry Process from Type Action drop-down list. 
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Custom Inquiries 

Custom Inquiries Field Selection 
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Select Show Inquiry button. 
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Custom Inquiries 

Custom Inquiries Results 

 

1/23/2013 

Export report as either Excel or Acrobat (PDF) file. 
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Advanced Search Criteria 

Wild Cards 
You can also enter your own criteria in the Selected 

Value(s) field. Use the “wildcard characters” (percent 

sign [%], greater than [>] or less than [<] symbols) to 

refine your search. Use the percent sign (%) before 

and after the value to return all records where that 

value is found. 

1/23/2013 

For example, if  “Item Description” is selected in the 

Available Field(s) and “%LAPTOP%” is entered in the 

Selected Value(s) field, you will retrieve all records 

with the word “LAPTOP” in any part of the Item 

Description. 
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Summary 

Summary 
Custom Inventories are a great tool to do “spot 

check” inventories during the year. 
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Fine tuning inventories during the year helps for 

an easier, more accurate full inventory. 

Custom Search module can be used to create 

very specific inquiries without sorting excel 

data. 
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For More Information 

Columbus Call Center 
cco-ccc@dfas.mil  

          580-6975 DSN 

   216-522-6975 Comm 

866-498-8687 Toll Free  

Training (Online, Instructor led, Webinar) 

cco-dpastrng@dfas.mil 

DPAS eLearning 

http://dpaselearning.golearnportal.org  

DPAS Support Site 

http://dpassupport.golearnportal.org  
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