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The audit has revealed multiple challenges we will overcome with respect
to internal controls over equipment accountability and financial
reporting. | am confident our steady approach will result in a continuous
audit ready posture. Our Corps has made significant strides over the last
several fiscal years to improve, but there is more to accomplish.

Marines have an innate duty to account for and accurately manage the
resources provided for our use. Our country expects this from her
Marines. This applies to the smallest of budgets to the millions of dollars
spent on programs. We must, at all times, demonstrate accountability to
maintain our promise. Equipment accountability and visibility are central
. \ to sustaining our operational readiness. Our shared responsibility is to

| 2 maintain the nation’s trust by managing our resources according to
existing policy, good order, and discipline.

Effective and efficient resource allocation results in disciplined asset accountability and financial
reporting. Strong internal controls over processes and procedures will ensure we are consistent in
meeting our financial reporting goals and influencing asset accountability, visibility, and operational
readiness. We will continue our endeavors to assess, scrutinize and update policies and procedures
relating to accountability. Efforts will remain focused on the assessment of our internal controls, key
supporting documentation, data reconciliation and validity.

It is in this line of thinking that | directed the Facility Service Division to develop a Defense Property
Accountability System (DPAS) User’s Manual. This tool is designed to be a reference guide occupying a
corner of each user’s desk to assist them in their daily duties. It is an additional resource to achieve

accountability and visibility of our assets.

E. D. BANTA

Major General, U.S. Marine Corps
Assistant Deputy Commandant
Installations and Logistics Facilities
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1.0 General Overview

The Defense Property Accountability System (DPAS) is a Department of Defense (DoD)
property management system. It is the Accountable Property System of Record (APSR) for over
55 DoD Agencies and Military Services. DPAS contains four modules, Property Accountability,
Maintenance & Utilization, Warehouse Management, and Materiel Management. Detailed
instructions and information are found at:
https://dpaselearning.golearnportal.org/login/index.php.

For assistance contact the Assistant Deputy Commandant Installations and Logistics Facilities
and Service Division (ADC I&L (LF)) DPAS Administrator, 703-604-4688.

Provides accountability for:

Heritage Assets

General Property (GP) and Garrison Mobile Equipment (GME)
e Government Furnished Equipment (GFE)

Internal Use Software (1US)

Provides asset management capabilities:

e Life cycle management

¢ Inventory management

e Redistribution/Asset visibility — Maintenance

e Authorized allowances

e Provides property financial reporting information
e Calculates depreciation based on asset type

Benefits:

e Accurate and compliant financial reporting of property

e Accountability and asset management capability

e Elimination of redundant systems and costs

e Greater accuracy and reduced labor with interfaced systems
e Total asset visibility and redistribution by database

e Global customer support

System features:

e Maintenance & Utilization tracking

e Authorization tracking

e Automated document register and printed forms

e Historical record of all transactions

e Automated inventory capabilities (interfaces with scanners/printers)

e Ability to generate custom reports for asset management, financial management, asset
accountability

e On-line help and drop-down menus

e Security features limit user access to “need to know” only
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2.0 Requesting DPAS Access

DPAS access is controlled by user roles and security access levels. All users must follow
specific procedures to set up a new account, re-activate a deleted account, and/or update
roles and access levels in the system. DPAS is a Common Access Card (CAC) enabled system.
The user must have a CAC prior to requesting DPAS access. All users are required to complete
and submit the documents listed below when requesting a new account and when the
account has been disabled due to inactivity:

e DD Form 2875 System Authorization Access Request (SAAR)

e DPAS Roles Request Form — Property Accountability

o New User Agreement

e Completion Certificate for the DoD or Marine Corps Cyber Awareness Challenge

Note: All user access forms must be digitally signed by all parties and are required to be the
original PDF documents. No other versions of the DPAS access request forms will be accepted.
All user access forms are located on the DPAS Support website at:
https://dpassupport.golearnportal.org/. On the toolbar locate Support Request Access 2>
Property Accountability.
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2.1 SAAR DD 2875 (Appendix A)

The DD Form 2875 must be completed and reviewed by the user, the supervisor, and the site
security officer prior to submitting to the Information Owner Deputy Commandant,
Installations and Logistics (Facilities) (ADC I&L (LF))/Marine Corps Installations Command,
Assistant Chief of Staff Logistics (MCICOM G-4).

User must complete all fields located in Part | to include Box 13 and Box 27.

e Type of Request: Select “Initial” for new access requests. Select “Modification” for a
name change or any reason other than a new account. Date: Enter the “Date” of
request. Date must be in the proper YYYYMMDD format. System Name: Prefilled with
“DPAS”. Location: Pre-filled with “DISA — DECC”.

e Box (1) Name: Enter the last name, first name, and middle initial of the user.

e Box (2) Organization: Provide the user’ s current organization (i.e. DISA, SDI, DOD and
government agency or commercial firm).

e Box (3) Office Symbol/Department: Provide the office symbol within the current
organization (i.e. SDI). Enter your Government Office Symbol.

e Box (4) Telephone Number/DSN: The Defense Switched Network (DSN) phone
number of the user. If DSN is unavailable, indicate commercial number.

e Box (5) Official E-mail Address: The user’s official e-mail address.

e Box (6) Job Title and Grade/Rank: The civilian job title (Example: Systems Analyst, GS-
14; Pay Clerk GS-5)/military rank (Capt, United States Marine Corps, SupO USMC) or
“CONT” if user is a contractor.

e Box (7) Official Mailing Address: Provide the user’s official mailing address.

e Box (8) Citizenship: US, Foreign National, or Other.

e Box (9) Designation of Person: Military, Civilian, or Contractor.

e Box (10) Cyber Awareness Training Certification Requirements: The training date
provided must be within the past 11 months. This will allow 30 days for the completion
of the form and processing. If the date has expired before the form is processed, proof
of course completion will be required.

e Box (11) User Signature: Digitally sign DD 2875.

e Box (12) Date: User must digitally sign and date the DD 2875 with the understanding
that they are responsible for their password and access to the system(s). The user’s
digital signature must be the first digital signature on the form.

e Box (13) Justification for Access: Include a brief description of why access is required,
the Site Id, and Accountable Unit Identification Code (UIC).

e Box (27) Optional Information: Used to identify the Electronic Data Interchange/
Personal Identification (EDIPI).

Once the user has reviewed, completed, digitally signed, and dated the DD 2875 it must be
sent to the supervisor to complete Part |l of DD 2875. The supervisor will verify that all boxes
up to and including Box 13 and Box 27 are completed and accurate. The supervisor will
complete Boxes 14 — 20b in Part Il of DD 2875.
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Box (14) Type of Access Required: Place an “X” in the Authorized box.

Box (15) User Requires Access To: Place an “X” in the Unclassified box.

Box (16) Verification of Need to Know: To verify that the user requires access as
requested. Must not be left blank.

Box (16a) Access Expiration Date: The user must specify expiration date if the useris a
contractor, the Company Name, Contract Number, and Expiration Date must be
provided. Use Block 27 if additional space is needed.

Box (17) Supervisor’s Name (Print Name): The supervisor or representative prints
his/her name to indicate that the above information has been verified and that access
is required.

Box (18) Supervisor’s Signature: Digitally sign DD 2875.

Box (19) Date: The date must match the date included in the digital signature in block
(18). The date must be in the proper YYYYMMDD format. The supervisor must sign
the form after the user but before the Security Manager and Information Owner. If
digital signatures occur on the same day, the time stamp included in the digital
signature will be used to ensure compliance.

Box (20) Supervisor’s Organization/Department: Supervisor’s organization and
department.

Box (20a) Supervisor’ s Email address: Supervisor’s email address.

Box (20b) Phone Number: Supervisor’s telephone number.

Once the supervisor has reviewed, completed, digitally signed, and dated Part Il of DD 2875,
the supervisor sends the DD 2875 to the Security Manager to complete Part Ill.

The Security Manager verifies and validates the user’s background investigation and/or the
security level and completes Boxes 28 — 32.

Box (28) Type of Investigation: The user’s last type of background investigation (i.e.,
NAC, NACI, or SSBI).

Box (28a) Date of Investigation: The date of last investigation.

Box (28b) Clearance Level: The user’s current security clearance level (Secret or Top
Secret). The Security Manager will enter the determined clearance from the
investigation. If the user does not have a clearance, “NONE” should be indicated.
Box (28c) IT Level Designation: The user’s IT designation (Level |, Level Il, or Level Ill).
The Security Manager will enter only one IT level designation resulting from the
investigation.

Box (29) Verified By: The Security Manager prints his/her name to indicate that the
above clearance and investigation information has been verified.

Box (30) Security Manager Telephone Number: The telephone number of the Security
Manager.

Box (31) Security Manager Signature: Digitally sign DD 2875.

Box (32) Date: The date in Block (32) must match the date included in the digital
signature in block (31). The date must be in the proper YYYYMMDD format. The
Security Manger’s digital signature must be present prior to sending the form to the
AlO, FDO, or AFDO for final signature. The date and time in the digital signature must

4
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be after the user and the supervisor but before the DPAS appointed AlO, FDO, or
AFDO. If digital signatures occur on the same day, the time stamp included in the
digital signature will be used to ensure compliance.

Once the Security Manager has reviewed, completed, digitally signed, and dated Part Il of DD
2875, the form is sent back to the user to prepare required documents to be submitted to
the Information Owner.

The Information Owner is located at ADC I&L (LF)/MCICOM G-4, and serves as the gate keeper
for the requested Site Id.

Note: Do not complete Boxes 21-25. This section is for ADC I&L (LF)/MCICOM G-4 and DPAS use
only.
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2.2 DPAS Roles Request Form (Appendix B)

The DPAS Roles Request Form is completed by the user and is used to identify worker roles for
all candidates. Ensure the latest Roles Request From is submitted.

User Info: The user provides required information to create a new account and identifies
required access level.

e Complete required fields with appropriate information. User Last Name, First Name,
Middle Initial.
e EDIPI: This is an optional field to be completed only if DPAS user’s signature is not
present at the bottom of the page.
e Agency: M00027.
e Site-ID: Access may be requested for one or more valid Site-ids; however, only one Site
—Id is permitted per form if UIC’s are not similar.
0 MC-USMC: GP Site-ID.
0 MC-GME: GME Site-ID.
e Environment: Production must be selected.
e Form Type: Select the purpose of the form.
0 New User: All new users need to select
0 Update: To be used by existing users requesting to update roles and access.
e Manager: Leave blank.

Access Levels: New user must indicate Level of Access required for Updates, Reports, and
Inquiries. If “View Only” access is required, user needs to select Report and Inquiries only.

e Re-Establish UIC: Installation level access allows the user to see all assets assigned to the
installation.

e Custodian: Installation level access, limited access to the user. Allows only for the view
of assets assigned to the custodian.

Assignment: Establishes what information the user will be able to see. Installation level access
allows the user to see all assets assigned to the installation.

e Accountable UIC (Actbl UIC): All forms will display M00027, this is a mandatory field.

e UIC: Identify the UIC to which the user needs access. This is a mandatory field. Access
may be requested for one or more valid UIC(s) per Associated Site-id/Accountable UIC
Combination. If multiple UICs are requested for a specific Actbl UIC, list each on a
separate line.

e Custodian: Lowest level of access. At the Custodian level, a user can only see property
or assets assigned to their account. Must be the Custodian number NOT the Custodian
name. If Level of Access for updates is UIC level, then check the ALL checkbox for
Custodian. If Level of Access for updates is equal to Custodian, then enter a valid Actbl
UIC/UIC/ Custodian combination in the corresponding fields.
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Note: All users, regardless of level of access, will receive a 1140 Report/Forms Generation and
1130 Data Inquiry worker roles.

System Role Selection: Determines the types of transactions or functions that a user can
perform or will be removed by selecting “Add this Role” or “Delete this Role” and then
selecting necessary role(s) from the drop-down menu. Please add any additional
Information that may assist the Account Management team in processing the request.

Signatures: Signature of Information Owner and CCB Member should be left blank.
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2.3 New User Agreement and Completion Certificate
The New User Agreement is an acknowledgement that the new user understands
and agrees to follow a certain set of rules as a condition of being granted system
access. The new user must read the full statement and sign the form. This form is
a required piece of the DPAS application package (Figure 2.1).
\1
- MUST BE DIGITALLY SIGNED I‘l
'n
'1
i !
UNCLASSIFIED // FOR OFFICIAL USE ONLY —eem—

Figure 2.1 — New User Agreement

Proof of completion of DoD or Marine Corps Cyber Awareness Challenge Training
certificate with a completion date within the last 11 months (Figure 2.2).

S &ted States aI‘ine CO@
i 7 . - \ &

Completion Certificate

This is to certify that
. i
Has completed
DOD Cyber Awareness Challenge
Course Number: DODCAC1000
Given through the
Marine Corps Distance Learning Network

on Monday. March 18, 2018

Semper Fidelis

S 74,“7.,.
T K. Kerrigan
(Cert No.) 27394164

Director
College of Distance Education and Training

Figure 2.2 — Marine Corps Cyber Awareness Challenge Training Certificate
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2.4 File Naming Convention and Package Submission

User needs to ensure the proper naming convention of the file is being used (user’s
last name, user’s first name, user’s middle initial and the type of file). Refrain from
including commas in the file name. Do not submit any additional forms other than
those listed in these instructions. All digital signature, dates, and time stamp must
not exceed 60 days from day of submission. Forms must be saved as follow:

e SAARDD 2875: Smith Jane L 2875

e DPAS Roles Request: Smith Jane L RR

e User Agreement Form: Smith Jane L UA

e Cyber training cert: Smith Jane L CA Cert MM—DD—YY USMC

Submit new request with all four required documents in one email to:
MCICOM_G4 _DPAS@USMC. MIL. Only submit one user package per email.
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3.0 Asset Inquiry
3.1 Asset Inquiry Listing
Used to obtain information about selected asset(s) using specific search criteria.

1. Onthe DPAS toolbar locate Inquires.
2. Hover over Inquires > Asset Management - Asset.
3. Select the appropriate status code from the Search Value(s) drop-down menu (Figure 3.1).

Note: Options are Active, Deleted, and All.

[hvadasie Fiin) Cperandy Bearsh Vadusis)
B |- azive

Seiect an em [

Figure 3.1 — Asset Inquiry Search Criteria
Note: Search will only populate asset(s) in your UIC.

3.1. Click the Fields button (Figure 3.2).

Show inquiry

Figure 3.2 — Asset Inquiry Functional Actions

3.2. Check or uncheck the attribute fields to designate search criteria.

3.3. Select Show Inquiry to populate the results in DPAS. (up to 5000 lines)
NOTE: Find and select the asset for which you are searching. The screen shows asset
information by category. Navigate through categories to find information. (Basic,
Catalog, Excess, Inventory, Accounting, Depreciation, Ancillary, Improvement, Agency,
Warranty, Attachments, Component, Attributes, or All)

e End process.

For inquiries that exceed the 5000-line maximum, you will be required to extract an Excel or
.csv format to generate your report and view the data.

1. After clicking the Fields button select your file type, Excel or .csv, from the Fields Selection
menu.

Note: File extract is automatically defaulted to Excel format.

Click the Submit button.

Click the Refresh button until the process is complete.

To view your Inquiry, go to Inquires = View Inquiry Extract on the DPAS toolbar.
Select desired report and chose option to open, save, or save as (Figure 3.3).

vk wnN

Select

Delete Download Extract Date
Aszet nquiry 0112802018 02:34:55 RSPANGLERLOCH
Asset Inquiry 0110812018 08:35:08. RSPANGLERLOCH
Aszet Inquiry 01108/2018 08:34:55 RSPANGLERLOCH
Asset Inquiry 0110212019 12:40.26 RSPANGLERLOCH

Figure 3.3 — Submitted Asset Inquiries

EEFE

End process.
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3.2 Single Asset Inquiry
To obtain information about selected asset(s) using specific search criteria.

1. Onthe DPAS toolbar locate Inquires.
2. Hover over Inquires > Asset Management = Asset.
3. Select the appropriate status code from the Search Value(s) drop-down menu (Figure 3.4).

Note: Options are Active, Deleted, and All.

aarsh Valuris)
| aetin

Seiect an em | I

Figure 3.4 — Asset Inquiry Search Criteria

Note: Search will only populate asset(s) in your UIC.

4. Select the appropriate attribute from the Select an Item drop-down menu, for example
Serial Nbr (Figure 3.5).
5. Enter the search parameter in the Search Value(s) field.

Figure 3.5 — Asset Inquiry Search Criteria

6. Click Show Inquiry (Figure 3.6).

Figure 3.6 — Asset Inquiry Functional Actions

7. Click on the desired asset. If more than one, select all required assets.

8. Screen shows asset information by category. Navigate through categories to find
information. (Basic, Catalog, Excess, Inventory, Accounting, Depreciation, Ancillary,
Improvement, Agency, Warranty, Attachments, Component, Attributes, or All)

e End process.

11
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3.3 Catalog Inquiry

DPAS uses a series of pre-defined inquiries to help one find assets and associate information.
The user can also search for data based on user-specified requirements.

1. Onthe DPAS toolbar locate Inquires.

2. Hover over Inquires > Catalog > Manufacturer.

3. Select the appropriate attribute from the Select an Item drop-down menu, for example Mfr
Name (Figure 3.7).

| Now Query | ‘
Manufacturer Inquiry Search Criteria
Frebdisi Saarch Valusis)

Figure 3.7 — Manufacturer Inquiry Search Criteria

4. Enter the search parameter in the Search Value(s) field.
5. Click the Fields button (Figure 3.8).

Showinquiry )] Fietds || Reser |

Figure 3.8 — Manufacturer Inquiry Functional Actions

5.1. Check or uncheck the attribute fields to search for criteria.

5.2. Select Show Inquiry to populate the results in DPAS. (up to 5000 lines)

5.3. Assets will appear, approximately 40 lines per page of results. Find and select the asset
for which you are searching.

e End Process.

Note: For inquiries that exceed the 5000-line maximum, you will be required to extract an Excel
spreadsheet or .csv format to generate your report to view the data.

1. After clicking the Fields button select your file type, Excel or .csv, from the Fields Selection
menu.

Note: File extract is automatically defaulted to Excel format.

Click the Submit button.

Click the Refresh button until the process is complete.

To view your Inquiry hover over Inquires - View Inquiry Extract.

Select desired report and chose option to open, save, or save as (Figure 3.9).

ke wnN

018 02 34 55

........ L0019 08 34 55 RS ANGLEALOCH
Assal inoury U000 128028 REFANGLERLOCH

Duialy 19N RERA LOCH
[ BESatINGUTy DLOST0IF0R IS0 REPANGLERLOCH
Daste

Figure 3.9 — Submitted Manufacturer Inquiries

e End process.

12
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3.4 Pending Transactions

Provides the user the ability to view transactions that are waiting to be accepted or transferred

in the user’s UIC.

1. Onthe DPAS toolbar locate Inquires.
2. Hover over Inquires > Asset Management = Pending Tran = Due-in.

3. Select the appropriate status code from the Search Values drop-down menu (Figure 3.10).

Note: Options are Receipt, Transfer, Loan within DPAS, and Loan Return.

==

=

|

“Typa Action

Pending Transactions Due-in Ing Search Criteria
Availabin Fieiain) Oparancs Search Vahsedn)
L Le s L

Saluct an Rum

Figure 3.10 — Pending Transactions Due-In Inquiry Search Criteria

Note: Search will only populate asset(s) in your UIC.

4. Select the appropriate attribute from the Select an Item drop-down menu, for example Doc

Nbr.
5. Enter the search parameter in the Search Value(s) field.
6. Click the Fields button.

6.1. Check or uncheck the attribute fields to determine search criteria (Figure 3.11).

[] Fisld Finkd Descrgpion
Al i Unique Bocally a3signed (04 med Jof Kenilealon (urposes
Cassiodan Hox From

~  Custodan Ne To Rirvtsed Cusic-Ban Numbe

i iy Thet raame of e entfy icsering e fow
st For

= LN Miutachuits assioned muamber Mt erides s pracuoed on e 5ame PORICHN fun
o pistery

Type Acton Prowdes current sttt of 3 powis) bewnyg procevsed

—P  semwr This fekd i Agsets.
- S i From e identihcabon
|l SieidTe Revized Sitn identiication
= ok Nbd Feamber 3s2pned 10 0ach ke 23568 of Supoly pUrchased. stodked o deinbuted wilhn The Federal povemment Fof ham-n of assets. # vaild Slock Kb not avadabie, use FSC and descrobon
[ tastTanoy ansign
7 ean Ry Tramsacton Cuanity of P fem beng processed

3 Iaentticaton Code

- ucTe Unat Igenbcation Code To. Rievised UG or gaming U1
gl

Esioa 00 T cate s rour a3 aested o e databuse
Estmates

- Funscs Used b ety Tyed Landing Led n T $<qusiion of asteiusanices

Figure 3.11 — Field Criteria Selection

6.2. Select Show Inquiry to populate the results in DPAS. (up to 5000 lines)
6.3. Find and select the asset for which you are searching.
e End Process.

Note: For inquiries that exceed the 5000-line maximum, you will be required to extract an Excel

or .csv format to generate your report to view the data.

1. After clicking the Fields button, select your file type, Excel or .csv from the Fields Selection

menu.
2. Click the Submit button.
3. Click the Refresh button until the process is complete.

4. To view your Inquiry hover over Inquires = View Inquiry Extract (Figure 3.12).

01782019 09-14 88
Baigt ingary QUDA 03508

Doigly

Deivie REPANGLLRLOCH
Ty Agal ingr, VTR 03 455 REPANGLERLOCH
Delstn ‘Assstingury ARG 174036 REFANGLERLOCH

Figure 3.12 — Submitted Pending Due-In Inquiries
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5. Select desired report and chose option to open, save, or save as.
e End process.
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4.0 Receiving Property

4.1 Receiving Minor and Sub-Minor Property
Receiving assets that are under the $100k threshold.

Note: If an asset needs to be rejected, follow the same procedures to search for the asset and,
click the reject button. Reference Appendix | for Action Codes/Action Type Codes.

1. Onthe DPAS toolbar locate Asset Management.

2. Hover over Asset Management - Receiving.

3. Select the appropriate attribute from the Type Action drop-down menu, for example INPR —
New Procurement.

4. Enter or use the Browse button to populate the Stock Nbr field.

5. Enter the Acquisition Cost in the Acq Cost field (Figure 4.1).

Note: Use the Mass Upload Assets option to download an Excel template that allows the
entering of up to 500 serially-managed assets. This is a quick substitute to manually keying
assets on the Asset Entry Tab of the receiving process (last tab).

End Item Serial (®)

‘Component

|INPR-New Procurement Vl <4+—

[6625014164444 [ ..
“Acq Cost [10500 00 4+—
T O

Figure 4.1 — Asset Receiving Stock Number Selection Form

6. Click the Continue button.

7. Enter the Acquisition Date in the Acg Dt field.

8. Select the Asset Code from the drop-down menu.

9. Enter the Local Receipt Date in the Local Rcpt Dt field.

10. Enter the Original In-Service Date in the Origl In Svc Dt field.
11. Click the Add button to load attachments (Figure 4.2).

GEHOE Catalog Accoumting Contract Depreciation Agency AssetEntry

Figure 4.2 — Asset Receiving Data Entry Fields (Basic Tab)

11.1. Attach PDF or JPEG documentation, documentation cannot exceed 10 mb.
Note: Recommend attaching receiving document (DD250, 1149, 1348-1 etc.) first.

11.2. Select Browse to choose a file to load and attach.
11.3. Enter a description in the Desc field.
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Note: Name of document should match what document is.

11.4. Click the Add button (Figure 4.3).

Assetid Maiipls]

N
Figure 4.3 — Upload File Attachment Form

11.5. Click the Attach button to attach file to the asset record.

Select the Catalog tab at the top of the toolbar.

1. Enter or use the Browse button to populate the Mfr Data field.

2. Enter the Manufacture Year in the Mfr Yr field.

3. Select the appropriate Ull Status Code from the Ull Sts Cd drop-down menu (Figure
4.4).

asic [EINT Accounting Contract Depreciation Agency AssetEntry

Manufacturer
CCETR

GENERATORFUNCTION ELECTR Tree Action HPR - Hew Procurement
" [
= |
KesT TECH MG O <
wrion -
m INAALN m ART - Racorded and Tagged <—

noxs
No

Figure 4.4 — Asset Receiving Data Entry Fields (Catalog Tab)

Select the Accounting tab at the top of the toolbar.
1. Select the approprlate Fund Cd/A SN from drop-down menu (Figure 4.5).

ncy  Asset En

Figure 4.5 — Asset Recelwng Data Entry Fields (Accounting Tab)

Select the Contract tab at the top of the toolbar.
1. Enter the Contract/Purchase Order Number in the Cntr/PO Nbr field.
2. Enter the CLIN in the CLIN field, if applicable (Figure 4.6).

ciation Agency AssetEntry

(
CE—

R o S —

ey [ — ER—

o i — CCI—

ECH—

Figure 4.6 — Asset Receiving Data Entry Fields (Contract Tab)

Note: The Depreciation tab and Agency tab are read only.

Select the Asset Entry tab at the top of the toolbar.

1. Check the Inv by Serial Nbr box.

2. Select the appropriate Asset Id Prefix from the drop-down menu.
3. Enter or use the Browse button to locate the Custodian Number.
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4. Enter the Serial Number in the Serial Nbr field.
5. Enter the DoD Serial Number in the DoD Serial Nbr field.

NOTE: For GME assets, use the License Plate as the DoD Serial Number.
6. Enter or use the Browse button to search for the Location.

7. Click the Save button (Figure 4.7).

Figure 4.7 — Asset Receiving Data Entry Fields (Asset Entry Tab)
Note: If additional assets need to be added, repeat steps under the Asset Entry tab.

10. Click the Add button to complete transaction.
e End process.
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4.2 Receiving Capital Property
Receiving assets that are over the $100 k threshold.

N

12.

On the DPAS toolbar locate Asset Management.

Hover over Asset Management - Receiving.

Select the appropriate attribute from the Type Action drop-down menu, for example INPR —
New Procurement.

Note: Reference Appendix | for Action Codes/Action Type Codes.
Enter or use the Browse button to populate the Stock Nbr field.

Enter the Acquisition Cost in the Acq Cost field (Figure 4.8).

End Item Serial (e

Component

‘INPR—New Procurement < V‘

5625014252550 <4+— [ . ]
*Acq Cost [150,000 <—
s oo s |8

Figure 4.8 — Asset Receiving Stock Number Selection Form

Click the Continue button.
Enter the Acquisition Date in the Acq Dt field.
Enter or use the Browse button to search for a Doc Nbr.
Select the Asset Code from the Asset Cd drop-down menu.
. Enter the Local Receipt Date in the Local Rcpt Dt field.
. Enter the Original In-Service Date in the Origl In Svc Dt field (Figure 4.9).

P Catalog Accounting Contract Depreciation Agency AssetEntry

Basic
ECTTR =

GENERATOR SWEEP

A-Sctiwio Cual)
4200265028000 [ | “Asset 04

Uints
o Aiachments Avadatie I —

Figure 4.9 — Asset Receiving Data Entry Fields (Basic Tab)

Click the Add button to load attachments.

Note: Attachments are mandatory for Capital Assets.

12.1. Attach PDF or JPEG documentation, documentation cannot exceed 10 mb.
12.2. Select Browse to choose a file to load and attach.

12.3. Enter a description in the Desc field.

12.4. Click the Add button.
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12.5. Click the Attach button to attach files to the asset record (Figure 4.=10).

‘Asseiid Multiple

.
Figure 4.10 — Upload File Attachment Form

e Select the Catalog tab at the top of the toolbar.
1. Enter or use the Browse button to search for Mfr Data Entry.
2. Enter the Manufacture Year in the Mfr Yr field.
3. Select the appropriate Ull Sts Cd from the drop-down menu (Figure 4.11).

Basic (I Accounting Contract Depreciation Agency AssetEntry
Manufacturer

ART - Recerded and Tagged Qe——

Figure 4.11 — Asset Receiving Data Entry Fields (Catalog Tab)

e Select the Accounting tab at the top of the toolbar.
1. Select the appropriate Fund Cd/A SN from drop-down menu.
2. Ensure that the Document Number is in the Oblign Doc Nbr field.
3. Enter or use the Browse button to search for the LOA (Figure 4.12).

Basic Catalog (ISR Contract Depreciation Agency AssetEntry

Accounting
ECTI =

GENERATOR SWEEP

4_

EX o' sAncn 13 e =

£
g

z
&
H
i
H
g

Figure 4.12 — Asset Receiving Data Entry Fields (Accounting Tab)

e Select the Contract tab at the top of the toolbar.
1. Enter the Contract/Purchase Order Number in the Cntr/PO Nbr field.
2. Enter the CLIN in the CLIN field, if applicable (Figure 4.13).

Basic Catalog Accounting |ERyiges Depreciation Agency Asset Eniry

Figure 4.13 — Asset Receiving Data Entry Fields (Contract Tab)

e Select the Depreciation tab at the top of the toolbar.
1. Check the Activate Depreciation box.
2. Enter the Activation Date in the Activation Dt field.
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3. Enter Depreciation Period in the Deprn Period field (Period is in months) (Figure 4.14).

Basic C Accounting Contract [ILUSELES Agency AssetEntry

Depraciatio

T ccvronsscse cciscn TN o e

a «—

EECT e 5 EImm - ——

‘ =
[ comcome o |

I |

Figure 4.14 — Asset Receiving Data Entry Fields (Depreciation Tab)

Note: The Agency tab is read only.

o Select the Asset Entry tab at the top of the toolbar.

Check the Inv by Serial Nbr box.

Select the appropriate Asset Id Prefix from the drop-down menu.
Enter or use the Browse button to search for the Custodian Number.
Enter the Serial Number in the Serial Nbr field.

Enter the DoD Serial Number in the DoD Serial Nbr field.

ukwnN e

Note: For GME assets, use the License Plate as the DoD Serial Nbr. Asset ID number — UIC +

License Platen number. Serial number — Vin/serial number. DoD Serial number — USMC License
Plate

6. Enter the Ull, if known, in Ull field.
7. Enter or use the Browse button to search for the Location (Figure 4.15).

Basic Catalog Accounting Confract Depreciation Agency CURTTISGIGY

Asset Entry

FIONSENIEAT

CR—

TR oo ccxson TR
ST e e —
T e

T . S— -
Figure 4.15 — Asset Receiving Data Entry Fields (Asset Entry tab)

8. Click the Save button (Figure 4.16).

E  Himovs 00027CO0NISE 123485 MCICOM

MCE DUANTICD O i 9675300 26678

Figure 4.16 — Assets Pending Submission Prior Clicking Add Button
Note: If additional similar assets need to be added, repeat steps under the Asset Entry tab.

9. Click the Add button to complete transaction.
e End process.
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4.3 Updating Asset Record

When the attributes of an asset are incomplete or need to be updated using the update module
will allow one to make changes to the elements of an asset(s). Whenever updating an asset
ensure that one leaves notes/attachments to justify the change.

1. Onthe DPAS toolbar locate Asset Management.
2. Hover over Asset Management - Update.
3. Enter or use the browse button to populate the Asset Id number (Figure 4.17).

Search Criteria

End tem Serial f Accountable O

Non-Accountable O
®

[275800008 <—— ]
|
|

Select A Custodian n
[ |

Figure 4.17 — Search Criteria for Asset Update

4. Click the Search button.
5. Select the appropriate action type that (Figure 4.18).

Basic Update

Price Update

Loan Update

Stock Nbr Update

Figure 4.18 — Asset Update Options

e Basic Update (Figure 4.19).

EH[ Accounting Contract Agency

6275800006

ECITR =

(]

Asset Id Prefix Auto Assign
16275800006
5555 Inv By Serial Nbr

oo =
| [B-Svebl(With Qual) ]
isysid |
| =
— s[5
| Fae %

DOD Serial Nbr |

s — .

History Remarks

Figure 4.19 — Basic Update Options
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e Price Update (Figure 4.20).
m 6275800006 m 2320014473883

Cost Correction ® Asset Revaluation O

Total Cost ALy

* History Remarks

Figure 4.20 — Price Update Options

e Loan Update (Figure 4.21).

6275800008 Stock Nbr 2320014473883
0 Orig. Asset Reciept Action Code [kl

Loan Change

[ [

[ROOM 1 (] I

| oo | T

(] ‘Seledan\lem ~

Figure 4.21 — Price Update Options

Asset Update -

Estimated Shipment Dt

e Stock Nbr Update (Figure 4.22).

Original Values

e e ECEITR

Document Number

Stock Number

Stock Nbr |23200 14473883 u Type Asset Cd M
Asset Cd T -Military Equipment ~

Manufacturer Data
=B 0
o

Asset Pilferable |

Mir Part Nbr

CAGECd

Catalog Pilferable Yes

Figure 4.22 — Stock Nbr Update
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5.0 Custodian Inventory

5.1 Custodian Inventory Report
Used to initiate custodian inventory reports.

1.
2.
3.

© N UV

On the DPAS toolbar locate Inventory.
Hover over Inventory > Generate Inventory - Custodian.
Click on the Browse button to locate the Major Custodian Number (Figure 5.1).

Figure 5.1 — Custodian Inventory Search Criteria

Click the Search button.

Select appropriate custodian.

Click the Search button.

Select Init Inventory and Gen Report from the Type Action drop-down menu.
Select the report method from the Sort Seq drop-down menu

Note: Options include Asset Id, Location, Item Description, or Stock Number.

9.

10.
11.
12.
13.
14.
15.
16.

Enter the Completion Date in the Schedule Compltn Dt field.

Click the Submit button.

Click the Refresh button until the process is complete.

On the DPAS toolbar locate Forms-Reports > Schedule Reports.

Click the View tab at the top of the toolbar.

Click the Search button.

Locate the Custodian Inventory Report (CIR) that you created by clicking on the Rpt Id.
Download and Print CIR.

Note: Provide CIR via e-mail or in person to Responsible Officer.

End process.
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5.2 Close out Custodian Inventory Report

Closing an inventory will update the inventory date for all reconciled assets. Any asset that was
marked as a suspected loss will not have an inventory date posted.

1.
2.

On the DPAS toolbar locate Inventory.
Hover over Inventory 2 Manage Inventories.

Note: The inventory can be searched by the custodian number or the inventory number.

3.
4,
5.

10.
11.
12.
13.

Click the Browse button to search by custodian.
Click the Search button.
Select the appropriate custodian (Figure 5.2).

Search Criteria

| Custodian Nbr PRLOGH - |

Loc | |

Figure 5.2 — Inventory Management Search Criteria

Click the Search button.
Put a check mark in the box to select your inventory (Figure 5.3).

oy e C ny N e Cust e ype Cd et Comltn 12 et Inittzn
ot 1RO0GFLCPRLDIGT FRLO0T Cus 1125019 010
CRC 19000 LCPRLO0GT PRLOGY No s e

Figure 5.3 — Inventory Management Search Results

Click the Continue button.
Select Close Inventory from the Action drop-down menu (Figure 5.4).
Action
Y N
Figure 5.4 — Inventory Management Functional Actions

Click the Continue button.

Enter the name of the person who is completing the inventory in the Inv User Id field.
Enter todays date in the Last Inv Dt field.

Enter the next inventory date in the Next Initilz Dt field (Figure 5.5).

Note: Use 3 months intervals, quarterly.

14.
15.

Assat 10

All-cptional secsons

Figure 5.5 — Inventory Closure Data Entry Fields

Click the Update button.
Click the Refresh button until the process is complete.
End process.
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5.3 Reconcile Custodian Inventory Report

Reconcile both manual (paper report) and automated (scanned) inventories. The type of
inventory reconciliation depends on the Inventory Process Code that was generated when the
inventory was initialized. This code changes as the inventory progresses.

1. On the DPAS toolbar locate Inventory.
2. Hover over Inventory > Manage Inventories.

Note: The inventory can be searched by the custodian number or the inventory number.

3. Click the Browse button to search by custodian.
4. Click the Search button.
5. Select the appropriate custodian (Figure 5.6).

Search Criteria
All

Inv Process | All

i Custodian Nbr PRL001

Figure 5.6 — Inventory Management Search Criteria

6. Click the Search button.
7. Put a check mark in the box to select your inventory (Figure 5.7).

Search Results - 2

Inv Prc Cd Inv Nbr Inv Desc Cust Nbr Inc Sub Cust Loc Inv Type Cd Next Initlzn Dt
QIN 19003FLCPRLO00Z PRLOD1 No cus 11272019 11172019
| CRC 19003FLCPRLO00OA PRLOO1 No cus 11772019

Figure 5.7 — Inventory Management Search Results

8. Click the Continue button.
9. Select Reconcile Inv Data from the Action drop-down menu (Figure 5.8).

Action

[ReconcilelnvData |4
Figure 5.8 — Inventory Management Functional Actions

10. Click the Continue button.
11. Enter Asset Id, if known, if not, click the Search button.

Note: You can update multiple assets by selecting multiple boxes. By doing this it will change all
locations regardless if locations are different.

12. Select all Assets that need to be reconciled.
13. Click the Continue button.
14. Verify the asset(s) and click the Update button.

Note: You can reconcile the location for asset(s) that have been chosen by entering a new
inventory location.

15. Click the Browse button next to the /nv Loc field.
16. Click the Search button.
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17. Select the appropriate location.

18. Enter the Inventory Date in the Inv Dt field
19. Enter inventory user ID in the Inv User Id field.
20. Select the appropriate Condition Code from the Cond Cd drop-down menu (Figure 5.9).

TR Lcenooos
TPo03rLComLo002

EXITE—
i
Inv Asset Sts Cd INT - Initialized

APHIDS
MICRO SCOPIC PLANT-EATING BUG

Stock Nbr

i

Serial Shortage Update

T
o
Initlzd Sub Loc

[VAtion Appiicabie =

SHIP DOCK | ]
=

~Inv Loc

Inv Sub Loc

elect a condition ~

[
[s
-

Cond Cd

Incl Cmpn

Resolution Cd

Figure 5.9 — Inventory Reconciliation Data Entry Fields

21. Click the Update button.
e End process.
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5.4 Update Custodian Inventory Report
Used to update asset fields and records. Custodians are limited in the number of fields they can

update.

1. Onthe DPAS toolbar locate Inventory.
2. Hover over Inventory > Manage Inventories.

Note: The inventory can be searched by the custodian number or the inventory number.

3. Click the Browse button to search by custodian (Figure 5.10).

Search Criteria

AHEE
iii*
H

Figure 5.10 — Inventory Management Search Criteria

Click the Search button.

Select the appropriate custodian.

Click the Search button.

Put a check mark in the box to select your inventory (Figure 5.11).

Search Results - 2
Iny Pre Cd Cust Nbr Inc Sub Cust Inv Type Cd Next Initizn Dt

Nous

Select
vl ON 19003FLCPRL0002 PRLO0T No CUS 11212019 111112019
CRC 19003FLCPRLO00T PRLO0T No cus 11712019

Figure 5.11 — Inventory Management Search Results

8. Click the Continue button.
9. Select Update Inv Hdr Date from the Action drop-down menu (Figure 5.12).

Note: Updating Inv Hdr Dates, allows you to change the date of completion or initiation date.

Update Inv Hdr Dates v

Figure 5.12 — Inventory Management Functional Actions

10. Click the Continue button.
11. Enter the new dates (Figure 5.13).

i
ii

1112019 )

Figure 5.13 — Inventory Update Data Entry Fields

12. Click the Update button.
e End process.
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6.0 View Custodian Asset Report

Used for asset visibility, financial reporting, and proper auditing. User can create various
reports and forms including Asset Management, Inventory, and Accounting reports. These
reports and forms can be generated and printed in different formats.

1. Onthe DPAS toolbar locate Forms-Reports.
2. Hover over Forms-Reports > Schedule Reports.
3. Select the Custodian Asset Report (CAR), Rpt Id “WPHRR0101R” (Figure 6.1).

View CETENE Generats Forms

Search Results

u TUS: Backgn Ut _
USER FROPERTY CUSTODUN REFORT Backpround - User Insat

Figure 6.1 — Report Scheduling Options

4. Select which Available Custodian report you want to pull and Add it to the Selected
Custodian(s) box.

5. Select todays date in the Sched Dt field to pull the most current report.

6. Select the desired Sort Sequence using the Sort Seq drop-down menu (Figure 6.2).

]
Figure 6.2 — Custodian Asset Report — Submit/Schedule Details

7. Click the Submit button.

8. Click the Search Criteria button.

9. Select the View tab at the top of the toolbar.

10. Select Asset from the Rpt Category drop-down menu.
11. Click the Search button.

12. Look for CAR, Rpt Id “WPHRRO101R.”

13. Click on Rpt Id.

14. Download or Print CAR.

e End process.
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7.0 Disposition

Disposition is a way to remove assets from a user’s inventory. A properly prepared disposal in

DPAS results in the generation of a DD Form 1348-1A.

1. Onthe DPAS toolbar locate Asset Management.
2. Hover over Asset Management - Disposition.
3. Select Turn-In from the Type Action drop-down menu (Figure 7.1).

Search Criteria

Designate ] ¢
*Type Action Tum-ln =

Asset Id I u

Stock Nbr I

Serial Nor |

i Custodian Nbr Select A Cusiodian

iloc Select A Location

Sub Loc

Figure 7.1 — Asset Disposition Search Criteria

4. Select your asset by inputting the Asset Id or clicking the Browse button to search for the

desired attribute (Figure 7.2).

Note: Options include: Stock Nbr, Item Desc, FSC, NIIN.

Stock Nbr

Item Desc

FSC Select an ltem

Additional Search Criteria

LINITAMCN |

Type Dsg Select an ltem

Acq Program Name Select an ltem

Figure 7.2 — Asset Search Criteria

5. Click the Search button.
6. Put acheck mark in the Select box to select an asset (Figure 7.3).

Search Results

Select Oty Assell Slock Nbx Nt Bem Desc = ,
—P @ 1 e saseasess ECo1 SOIAMORPULSE  man | oo

. PULSE-
L 1 SWEER L

Ho No [} HNN

B T o

™ 2 o5 N b2 2 ] Actbl Bt Actrrgied Actryated 7] T S onter
ATOITG - 50 MHZ ARGITRARY

Number to Display EINEE

Lt sc G

WAVEFORM GENERATOR
ATOIATE - 53 LHZ ARBITRARY o - |
WAVE]

Figure 7.3 — Asset Search Results

7. Click the Continue button.
8. Verify the asset(s) and click the Continue button.

9. Click the Browse button to generate a Document Number in the Doc Nbr field (Figure 7.4).

IN0002690030005 [] 4_ RIC From {DODAACIRIC) ~

[select an ltem

T

I

Enter Transportstion Contral Number a

Mode of Shipment [setect an em

Add Attachment

o Afiachments Ava

Figure 7.4 — Disposition Data Entry Fields
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10. Enter the DoDAAC in the DoDAAC field.

11. Select the Range for the Document Number using the Range Desc drop-down menu.
12. Click the Search button.

13. Click the Add button to generate a new Document Number (Figure 7.5).

NO0026 |
MISC

User Id
MNO002690030005 Turn-in RSPANGLERLOCH

NO002690030004 Turm-In RSPANGLERLOCH
MNO002690030002 Turn-In REPAMNGLERLOCH
NO002690030001 Turn-In RSPANGLERLOCH

Figure 7.5 — Document Number Browse Form

14. Select the Document Number.

15. Select the appropriate Condition Code using the Cond Cd drop-down menu.
16. Click the Browse button next to the Ship to Address field.

17. Click the Search button.

18. Select the Ship to Address.

19. Enter the date of shipment in the Shipment Dt field.

20. Select the shipment method from the Mode of Shipment drop-down menu.
21. Select the fund code from the Fund Cd drop-menu.

22. Enter history remarks in the History Remarks field.

Note: Every time you dispose of an asset, a History Remark is required.

23. Attach supporting documentation by clicking the Add Attachment button.
24. Click the Submit button.

25. Click the Refresh button until the process is complete.

e End process.
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8.0 Transfers

8.1 UIC to UIC Transfers

UIC transfers only occur within the same Site Id. With a change in UICs, there is a possibility of
a change in Accounting systems; therefore, an Accounting tab will display for the Gaining side.
UIC transfers are similar to Custodian Transfers, however, financial information is required for
UIC transfers.

1. Onthe DPAS toolbar locate Asset Management.
2. Hover over Asset Management - Transfer.
3. Enter the appropriate Asset Id or the Serial Number in the corresponding field.

Note: If Asset Id or Serial Nbr is not known you can browse by Stock Nbr, Custodian Nbr, or Loc
(Figure 8.1).

Search Criteria

o
[ ]

Asset Id \7 '

Stock Nbr [ .. |

Serial Nbr [VIN9384756

e Select A Custodian !

Loc ‘ !

sub Loc |

Lot Nbr [

Figure 8.1 — Asset Transfer Search Criteria

4. Click the Search button.
5. Put a check-mark beside the Asset record that is being transferred (Figure 8.2).

Search Results (1) Number to Display

Qty Asset ld NI Serial Nbr I Cust Nbr Asset Lvl Cd Loc Sub Loc Lot Nbr Suspt Loss Sts Cd Non- Actbl Loan Cd ull Fund Cd/ASN
1 FLCNOR000005 2310014570166 VING384756 AUTOMOBILE, SEDAN RS01 El BLDG 13 NA No G No TS

Figure 8.2 — Asset Management Search Results

6. Click the Continue button.
7. Verify the asset(s) and click Continue.
8. Select the UIC to which you are transferring from the UIC To drop-down menu (Figure 8.3).

s e I ——
T g
Doc Hbr | .. |

Figure 8.3 — Asset Transfer Data Entry Fields

9. Click the Browse button to generate a Document Number in the Doc Nbr field.

10. Enter the DoDAAC in the DoDAAC field.

11. Select the Range for the Document Number using the Rang Desc drop-down menu.
12. Click Add to generate a new Document Number.
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13. Select Document Number (Figure 8.4).

NOD026 |

MISC

User Id

MNO002590030005 Turn-in RESPAMNGLERLOCH
NO002690030004 Turm-In RSPANGLERLOCH
MNO002590030002 Turn-In REPAMGLERLOCH
MNOQ02520030001 Turn-In REPANGLERLOCH

Figure 8.4 — Document Number Browse Form

14. Ensure that the Designate Only box is checked.

Note: The Designate Only box is required for all UIC to UIC transfers.

15. Click the Continue button.
16. Click the Refresh button until transaction is complete.

End process.
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8.2 Approving UIC to UIC Transfer
Before the UIC to UIC transfer can be processed the transfer needs to be approved by the
designated approving official.

P wnNeE

10.

On the DPAS toolbar locate Asset Management.

Hover over Asset Management > Pending Tran.

Select Pending from the Process drop-down menu.

Select Pending Approval Lateral UIC-UIC Transfer from the Process Action drop-down menu
(Figure 8.5).

Search Criteria
Process Pending

Process Action Pending Approval Lateral UIC-UIC Transfar

i Custodian Nbr Sokect A Cixt =

Figure 8.5 — Pending Asset Transfer Search Criteria

Input the Document Number, if known, in the Doc Nbr field.
Click the Search button.
Put a check-mark beside the Asset record that is being transferred (Figure 8.6).

Search Results

Doc Nbr Assetld Stock Nbr Serial Nor  Qfy Item Desc UCFr  UICTo  CustNbrFr  CustNbrTo SiteldFr  SiteliTo CAGECd DODAAC Loc Stalus Pending iRAPT Approval

N0002690030003 FLCNORDOOO0S 2310014570166 VING3B4TS 1 AUTOMOBILE SEDAN FLCPRL  LEARN2 RS01 MCMCAQ  MC-HCAQ cc No

Figure 8.6 — Asset Management Search Results

Click the Continue button.
Verify and Approve.

Click the Approve button.
End process.

33



USMC DPAS User’s Manual: Vol. | January 2020

8.3 Accepting UIC to UIC Transfers

The process of equipment or materials being accepted into an organization or facility is the
point at which an organization’s obligations, liability, and accountability begin. The Transfer
initiates the accounting process to one of the interfaces. Users can receive assets one at a time
or receive up to fifty assets of the same type in a single transaction.

On the DPAS toolbar locate Asset Management.

Hover over Asset Management - Pending Tran.

Select Transfer from the Process drop-down menu.

Select UIC Transfer from the Process Action drop-down menu.

Type in Document Number, if known, in the Doc Nbr field (Figure 8.7).

vk wnN e

Process
Siock Nor
i Custodian Nbs

Figure 8.7 — Pending Asset Transfer Search Criteria

6. Click the Search button.
7. Put acheck-mark beside the Asset record that is being received (Figure 8.8).

L
M-

W i
W

[~
M-

Figure 8.8 — Asset Management Search Results

8. Verify asset(s) and click the Continue button.
9. Click the Continue button.
10. Select appropriate custodian from the Custodian Nbr drop-down menu (Figure 8.9).

S EIN

[— CECE—
Custoduan Mo T

Cirstotian Miw SPAN1 Y&l

[socm— PR
m ME7854-16-F 4064 ESW 120501

Figure 8.9 — Asset Transfer Destination Data Entry Fields

11. Click the Continue button.

12. Click the Browse button to generate a Document Number in the Doc Nbr field.

13. Enter the DoDAAC in the DoDAAC field.

14. Select the Range for the Document Number using the Rang Desc drop-down menu.
15. Click Add to generate a new Document Number.

16. Select the Document Number.

17. Click the Browse button next to the Loc field to search by location.

18. Click the Search button.
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19. Select the appropriate location.

20. Enter the date of effect in the Eff Dt field.

21. Click the Agency tab on the toolbar.

22. Click Accounting tab on the toolbar.

23. Select appropriate Fund Code from the Fund CD/ASN drop-down menu (Figure 8.10).

Basic Agency LTSS

[T——— 1.Within Service . in Fund

st Cimter Desc

(=
-

" Figure 8.10 — Asset Transfer Data Entry Fields (Accounting tab)

24. Click the Update button.
e End process.
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8.4 Generating a DD1149 for Transfers

The Marine Corps requires reports and forms for asset visibility, financial reporting and proper
auditing. The Generate Forms process allows you to generate a DD Form 1348-1A
(Issue/Release/Receipt Document), DD Form 1150 (Request for Issue or Turn-In) and a

DD Form 1149 (Requisition and Invoice/Shipping Document).

ok wnNeR

9.

On the DPAS toolbar locate Forms-Reports.

Hover over Forms-Reports = Generate Forms.

Select UIC Transfer from the Action drop-down menu.

Select All from the Printed drop-down menu.

Type in Document Number, if known, in the Doc Nbr field.

Type in the Date Range From and To, if known, in the Date Range From and Date Range To

field (Figure 8.11).
View Schedule

Search Criteria

UIC Transfer v

‘By Document Nbr \/‘

=
=

Figure 8.11 — Form Generation Search Criteria

Click the Search button.
Select the appropriate Doc Nbr (Figure 8.12).

Search Result

Select Doc Nor UIC From UiCTo Estod Dt
MATE5430807000 167354 PAM203 1019

Figure 8.12 — Form Generation Search Results

Click the Continue button.

10. Enter all known information in the fields provided (Figure 8.13).

Note: The more information provided will result in improved KSD documentation.

Form 100 Form 1145 | N e R

Rt Format POF - Adote Acrobul Document Frivacy Type Private

PRSI G VT3 MR TOM MOTES
3125 WOODSTREAM BLVD
ORD VA 22556

BLDG.
ETAFF

123456789 m 5000.00
12 112 - Voucher Wumtes ] neee [
ana Date
g e (12 0wt snppes NCFITTICRNECS

T — [
Designatsr o Peet
Rederence Ho.

Figure 8.13 — DD1149 Form Data Entry Fields

11. Click the Submit button.
12. On the DPAS toolbar locate Forms-Reports.
13. Hover over Forms-Reports = View Forms/Reports.
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14. Select appropriate Report (Figure 8.14).

Search Results

Rpt Level Rot Ctary
UIC - M67854 ASST
WPACROIM IONTHLY DEPRECIATION REPORT UIC - LEARN2 AccT
WPGLROD BACKGROUND TRANSACTION RESULTS UIC - PMM203 ASST
WPHRRO101R CUSTODIAN ASSET REPORT UIC - MB7854 ASST
WPHRRO102R CUSTODIAN INVENTORY REPORT UIC - MB7854 INT
WPHRROSR RECONCILIATION REPORT UIC - MB7854 INT

pt DTime Rpt Owner
99 KB 031252019 1123 RSPANGLERLOCH
4KB 06/18/2018 16:24 WPACN13
3 KB 0312172018 13:55 TMOYES
4KB 0211912018 10:27 RSPANGLERLOCH
4KB 0211912019 10:14 RSPANGLERLOCH
13KB 0211912019 10:23 RSPANGLERLOCH

Rpt Status Remarks
Complete
Complete
Complete
Complele:
Complele
Complele

39887

19050M678340001:AM U

Figure 8.14 — Submitted Forms and Reports

15. View the DD1149 (Figure 8.15).

SHIPPING CONTAINER TALLY

1232456789 10111212 14 15 16 1718 19 20 21 22 23 24 25 26 27 28 29 30 31 22 33 34 35 36 27 38 39 40 41 43 43 44 45 46 47 48 49 S0

REQUISITION AND INVOICE/SHIPPING DOCUMENT

o s T b Loy e RESTETOR RS
TRAINING 3 1 20150325 M6785490807000
MARINE CORPS 7 DATE WATERIAL REGUIRED (Vv TiEE | & PRIGRITY

OLRANDO FL , 32801 20190322

T T {Inzies 21 Cooel
PMM 203

PEC LAND SYSTEMS

2200 LESTER ST
QUANTICO VA, 22134-6050

ALTHORITY OR PURPO SE

TRANSFER

0. SIGHATURE

13, VOUCHER NUMSER & DATE (v idhioD)

T SHETD - MARKFOR Tr DATETRIPPEDT Ca
PMM203 MR. TOM MOYES 50190321
BLDG. 125 WOODSTREAM BLVD 5. MODE OF SHIPMENT 14 BILL OF LADING NUMBER
STAFFORD VA 22556 FLAT BED
TS AR GRPGAT o=
I APPRCPRIATIONS DATE EWOTRT
123456789 5000.00
Em FEDERAL STOCK NUMBER, DE SCRIETION, AND CODING OF MATERIEL ANDIOR SERVICES =5 auanTy spey | D | com o o o coer
=) o e 1 = Sme | e ) "
1 [ Stk Nbr. 703500M003504 Desc. SCANNER, MILITARY HAND-HELD EA 1 4000 90 4900 00
Coding: sn/lot: 654321 asst id: 67854M0O01777
2 Stk Nbr: 703500M003504 Desc: SCANNER, MILITARY HAND-HELD EA 1 5000.00 5000.00
Coding: sn/lot: 987654 asst id: 67854M0O01776
5. TRAN SPORTATION VA AME OR M3GC GHARGEABLE 1O 7. SPECIAL HANDLING
= [TESUEDEY ToTAL TvrE ToreL . | conTamERs | TATE - = SREETTOTAL
g oo | TmE DE SERIFTION aag | tera SELEnEs® [P
ar 2 HoTED 9999 .99
Py [crecrenEY & [ousmrmEs [oare L GRAMND TOTAL
T H E f "
% D | St 9999.99
> e [Facken eY T DaTE BY 20 RECEIVER'S
T 5 [ | TEHEHER fo.
Al ToTa
DD FORM 11490, JAN 201 51 52 53 54 55 56 57 SE 59 60 61 62 62 64 E5 66 67 GE 68 70 71 72 73 74 75 76 77 TE 7O S0E1 8253 6405 06 57 00 59 90 51 5253 54 95 56 57 58 85 10
PREVIOUS EDITION IS OBSOLETE

Figure 8.15 — Sample DD Form 1149

16. Download and or print DD1149.

End Process

coee om0
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9.0 Add or Update Custodian Information
User can add or update custodian information under their assigned UIC.

1. Onthe DPAS toolbar locate Asset Management.
2. Hover over Asset Management - Custodian.
3. Enter a major custodian number in the Maj Custodian Nbr field (Figure 9.1).

Search Criteria
Maj Cusiodian NBr |
Sub Custodian Hbx

Figure 9.1 — Custodian Management Search Criteria

4. Click the Search button (Figure 9.2).

Lodaag 0 0 CHARLENE MOORE

Vel D 243 JESSICA HENKLE

Loty Dty 004 ALEXIS HENKY

Vian [ %05 WILLIAM GRAY

Widaly [ 208 TVAN PEREZ WECHANICSDURD Wi
Lintat Due w7 CHRISTINA CRUM MECHANICSEURE WH
edag Desea s KM MORRIS PARY-205 MECHANICSBURG WH
Westas Deizts e RRITTANY LOVE MECHANICSRURO WH
Uncas Dty BLANK TEST CUSTOOIAN

Wi Daistn o387 MCICOM G357

Lndata Deisss MCACOM WICTOR COLINDRES

Uncas Dty REJECT REJECTEDIT ASSETS

el Reey SONN01 SARAH KOURS

] Dsiete SONND TOM FLEENOR

Ut [ S0N003 STEFHERN BONE

. _______________________________________________________________________________________________________________ |

Figure 9.2 — Custodian Management Search Results

5. Click the Update link in the custodian record.
Update all desired fields.
7. Click the Update button.

o

Note: To add custodian click “Add” instead of “Search” and enter appropriate information.

e End process.

38



USMC DPAS User’s Manual: Vol. | January 2020

10.0 AIT Label

10.1 AIT Label Formatting
Formatting and printing standardized IUID labels. Labels can be customized for your UIC
specific needs.

The 4” x 1” (four inches by one inch) label includes the following information (Figure 10.1):

Linear Barcode - PROPERTY OF 500219 < — — Serial Number

T s
00027500219 - _

Item Description — > . CRANE, MOBILE . AssetID
MCB QUANTICO

=

Installation Logo— =

Figure 10.1 4” x 1” Label
The 3.5” x 1” (three and a half inches by one inch) label includes the following information

(Figure 10.2):

Linear Barcode 500219 « Serial Number

st D A MG B L

o ~ 00027500219
Item Description | ~ . CRANE, MOBILE

Figure 10.2 3.5” x 1” Label

1. Onthe DPAS toolbar locate AIT.
2. Hover over AIT =2 Label Format.
3. Select your UIC from the UIC drop-down menu (Figure 10.3).

Search Criteria

LEARN2 v

Label Purpose |

Figure 10.3 — Label Format Search Criteria

4. Click the Add button
5. Enter a unique label purpose in the Label Purpose field.

Note: Label purpose must be unique within the UIC, this is the name that will populate from the
print label section.

6. Check the Serial Nbr box.
7. Check the Item Desc box.
8. Check the Ull box.

Note: If using a Logo additional continue to step 9, if not continue to step 10.
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9. Check the Logo box.
10. Choose the printer from the Printer drop-down menu (Figure 10.4).

Add
- uic LEARN2 v [Know This  <———
* Label Size [400X100 <+—— v|

Text
Label Text

(-

Stock Nbr

Serial Nbr
uIc

(-

Custodian Nbr

[

Item Desc
Graphics
ul

|

[

Logo
Defaults
Default Asset

R - B v 015 Lo

[]

[]

Default Loc

Figure 10.4 — New Label Data Entry Fields

11. Click the Add button.
e End Process.
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10.2 AIT Label Printing
Labels can be printed using previously formatted layouts for a variety of purposes.

1. On the DPAS toolbar locate AIT.
2. Hover over AIT = Print Labels.

Note: Label formats include Asset ID, Location, and Requested.

Select the Asset ID tab to print Asset ID labels.

Select the appropriate label format from the Label Purpose drop-down menu.
Select the printer from the Printer drop-down menu.

Verify the number of copies in the Number of Copies field (Figure 10.5).

o v e w

Figure 10.5 — Asset ID Label Printing Data Entry Fields

7. Click the Print button.
e End Process.

NOTE: The DPAS Support website has a full list of all supported scanners and printers:

https://dpassupport.golearnportal.org/index.php/support/software-hardware/155-ait-dpas-
scanners-and-printers?highlight=WvJwcmludGVvIl0=
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11.0 Government Furnished Property Master Data Updates

Government Furnished Property (GFP)are assets in the possession of, or directly acquired by
the government and subsequently furnished to the contractor for performance of a contract.
These assets continue to be tracked within in DPAS, however are adjusted to reflect their
physical location/ownership by updating the contracting information and changing the loan
code to “C.”

1. Onthe DPAS toolbar locate Asset Management.
2. Hover over Asset Management - Update.
3. Enter or use the browse button to populate the Asset Id number (Figure 11.1).

Search Criteria

Non-Accountable

275800006 < | .. |

|

@ O O

[ |

Figure 11.1 — Search Criteria for Asset Update

4. Click the Search button.
5. Select the appropriate action type that (Figure 11.2).

Stock Nbr Update

Figure 11.2 — Asset Update Options

6. Update the Loan Start Date, Loan End Date, Loan Address, Shipment Date, Contract
Number, and Loan Code (Figure 11.3).

e 6275800006 m 2320014473883

Loan Cd £

o Aree s o [ e

Loan Nofification Code

Asset Update - Loan Change

* Loan Cd [c-OutonloantoMoen-Govtacty | [me7esa ]
Doc Nbr [ .. [0-0utbound Intransit ~]
* Cnir Nbr [setect An item V] -——

ST

Loan Address [ < | - |
Activity Name |

o sron I —

= [Roow - |

| oo R —

[ ————— | | [A-Motor, Trkioad —

Figure 11.3 — Loan Code Update Options

7. Click the Update button.
e End Process.
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DD 2875 Appendix A
SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)
PRIVACY ACT STATEMENT
AUTHORITY: xecutive Order 10450, 9307, and Public Law 99-474, he Computer Fraud and Abuse Act

¥ E
PRINCIPAL PURPOSE: To recond namas, signalures, and other identifiers for the purpose of validating the trustworthingss of individuals requesing
access (o Depariment of Defense (DoD) systems and informaton. NOTE. Records may be maintained in bolh ekeciionic

andior paper form
Mo

ROUTINE USES:
Disciosure of thes mformaton 18 voluntary. however, lailure %o prowvide the réquested mlformaton may impede delay or

DISCLOSURE:
prevent further procesaing of this request.
TYPE OF REQUEST DATE (¥YYYMMOD)
]ﬁ iNTIAL [ |mooiFicaTion [ oEacTivaTE [ yser o YYYYMMDD

SYSTEM NAME (Platform ar Apoiications) LOCATION (Physical Location of Syshem)
DPAS DISA - DECC

PART I (To b compialed by Regquesior)

1, NAME (Laat Firat, Midcle initial) 2 ORGANIZATION

Last Mame, First Name Users current organization

3. OFFICE SYMBOL/IDEPARTMENT 4. PHONE (DSN or Commaercial) Box 8: Check

Government Office Symbaol [Josw - HH 0X &: : ec

5. OFFICIAL E-MAIL ADDRESS 8. JOB TITLE AND ORADE/RANK appropriate

firstname.lastnanme@usme.mil Rank or "CONT" for contractor citizenship

7. OFFICIAL MAILING ADDRE 58 B CITIZENSHIP 4— | 9 DESIGNATION OF PERSON status

22 TR 2 [ us [ ]em [ mumary [ ] envian Sox 5 Chock

ox 9: Chec

Stafford, VA 22554 []otHer [ ]contracTor < .

appropriate

work status

Box 11: 10 14T ING AND AWAREMESS CERTIFICATION REQUIREMENTS (Compiete as required for user or funchonal evel acceas )
Digit ”' lﬁl have completed Annual information Awareness Training DATE (¥Y¥¥YMMOD)
igita _
Siggn Y 11, USER SIGNATURE 12. DATE /¥ ¥YYMDD)
Signature is " VYYMMDD Box 10: Date
valid for 60 PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (If indhidual is & must match
d conirmcioy - provide company navne, coniract number, and date of contrac] expiration o Block 18 ) “CA”
avs 13 JUSTIFICATION FOR ACCESS certificate
DPAS USER, ACCOUMTABLE UIC, MOO02T, SITE-ID: MC-USMC; UIC: MIGOOO! date
RECUIRES ACCESS TO DPAS TO MAMAGE PROPERTY ASSIGMED AMD DAILY TASKS
14, TYPE OF ACCESS REQUIRED
B<) autHorizen ] prviLEGED
Box 18: 15, UBER REQUIRES ACCESS TO [X] uncLassiFiED (] cLASSIFIED (Specty category)
Digitally D OTHER
sign. 18, VERIFICATION OF NEED TO KNOW 162 ACCESS EXPIRATION DATE (Coniraciors musl specify Company Name,
A . Contract Number, Expiration Date. Use Biock 27 ¥ noeded )
Signature is e USST (BOUINes access a8 requested E
alid for 60
\(Ij I 17. SUPERVISOR'S NAME (Print Name) 18. SUPERVISOR'S SIONATURE 119 DATE (¥YYYMMDD)
ays Last Mame, First Mame > oo
20, SUPERVISOR'S ORGANIZATION/DEPARTMENT 20a. SUPERVISOR'S E-MAIL ADDRESS 206, PHOME NUMBER
HOOE- XX
lCovernment Office Symbol firstmame.lastname@usmcmil
Box 21: 21. BIGNATURE OF INFORMATION OWNER/IOPR 21a PHONE NUMBER 218, DATE (Y'Y YYMMDD)
Leave Blank >
22 BIGNATURE OF TAD OR APPOINTEE 73, OHGANIZATIONIDEPARTMENT | 24 PHOMNE NUMBER 25 DATE vrrmanc)
Box 22: >
Leave Blank

PREVIOUS EDITION 1S OBSOLETE
UMNCLASSIFIED // FOR OFFICIAL USE ONLY

DD FORM 2875, AUG 2009

Figure A-1 — Sample DD Form 2875

Aoioks Brofevsionas § 0
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Required
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26, NAME [Lagt, First, Midane imian
Last Name, First Name
27 OPTIONAL INFORMATION (daditional information)
DPAS USER, ACCOUMTABLE UIC, MODDZT, SITE-1D: MC-USKMC; UIC: MECGCK,
THIS USER HAS BEEM ISSUED A COMMOMN ACCESS CARD (CAC)
EDI PERSOMAL IDEMTIFIER: 1234567390
(If foreign national: | am in compliance with the Status of Forces Agreement (SOFA). Country of citizenship: Japan)
PART Il - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION
28, TYPE OF INVESTIGATION 288 DATE OF INVESTIGATION (¥ ¥YYUMDD)
28, CLEARANCE LEVEL 28c, IT LEVEL DESIGNATION
[ eveLi []ieveLw [Jreverm
20, VERIFIED BY (Print name) 30. GECURITY MANAGER | 1 BFCLIRITY MANAGFR SIGNATLIRF 32 DATE (FYYYMMDD)
TELEPHOME NUMBER

PART IV . COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION

TITLE, SYSTEM ACCOUNT CODE
DPAS
DOMAIN
SERVER
APPLICATION
DIRECTORIES
FILES
DATASETS
OATE PROCESSED | PROCESSED BY (Prnl name and sign) DATE | ¥Y¥ YMMDD)
(YYYYRIMDDH
DATE REVALIDATED | REVALIDATED BY (Prinf name and sign) DATE (¥Y¥YYMMDD)
(Y VR0

DD FORM 2876 (BACK), AUG 2009

UNCLASSIFIED // FOR OFFICIAL USE ONLY

Figure A-2 — DD Form 2875
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Appendix B
DPAS Roles Request Form

User Infﬂ: RESET INFO

User's Lot me: wisde iet|_[surm:] |
*User's EDIPI: 1234567890 *only REQUIRED if [Signature of DPAS Wser] is not present.

Enter Agency, Site-1D, Select the Environment Requested and Form Type.
Agency Site-1D Environment Form Type
MO0027 MC-USMC wi| | Production _~ || Wew User -

Only Required for UICs with Assets with No Owner Inguiry (For Nawvy Use Only) m‘m

Level of Access:
Will be UIC or ACCESS LEUEiS: RCSCT ACCLSS

Custodian *prowide Level of Access as it win &mnningwfmtherniﬁ ar= assigned
INQUIRY
Level of Access
T Custodian: If
Assignment: RLSET ASSG. UIC Level check
*One per field or can select ALL box r the “All” box
Actbl UIC Custodiag e
MO0027 || |
Actbl UIC
ai| | Al |_|
Add this Role: | .
Choose Sustem Role Selection: RESET ROLES

appropriate . .
i Role Selections | want to... Role Selections
role and select

Role Selection Property Administrator For Navy

Data Inquiry
Feport and Forms Generation _TI

Signature:

Digitally Sign Signatures:
and date, valid *User Signature only required o Coart iz not hictad above *If 10 & CCB are the same, onl ignature is required in 1D field.

for 60 days Signature =
DPAS User:

Signature of

Information Owner:
Signature of —
CCE Member:

Figure B-1 — DPAS Roles Request Form
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Appendix C
Catalog Request

Catalog requests are submitted to MCICOM G4 using a Microsoft Excel template (Figure Appendix
C-1). Submit catalog request to: MCICOM_G4_DPAS@USMC. MIL.

A B C D 3 F G H |
1 ' Stock Nbr pl item Description A CAGE Cd il Mfr Name (Required) Kl Mfr Model Nbr (Required) [§@l Mfr Part Nbr {required for all weapons, identify Caliber) K@l Unit Cost Kl Comments/additional informaiton '|

2 Ifknown 705000M011008 EXTERNALHARD DRIVE,800-1.199TB Ifknown  PQI H568V /A § 15599 Asrequired

3

e TS

=

Figure C-1 — Microsoft Excel Catalog Request Template

The Microsoft Excel Template can be downloaded from the Regional Assistance SharePoint site:

https://eis.usmc.mil/sites/mcicomrap/SitePages/Home.aspx

There are two tabs, the first tab for Catalog Requests and the second tab is FSC listing and
Demilitarization Codes.

Required Information:

1.
2.

FSC (if known) — Federal Supply Code.

Stock Number — Number assigned to each asset that is unique to a specific catalog within each
logistics program. Must be alphanumeric with valid special character(s) S, -, /, #, & comma, and
period.

Iltem Description — The long identifier of an asset

CAGE Code — Commercial and Government Entity code provides a standardized method of
identifying a given facility at a specific location.

Manufacturer Name (Required) — Name of the entity that made/produced the asset.
Manufacturer Model Number (Required, not to be confused with Serial Number) — A series of
numbers and/or letters that is assigned to the asset by the manufacturer.

Manufacturer Part Number (Required for all weapons, identify Caliber) — Created by either the
manufacturer or at the local level.

Unit Cost — Cost of asset requesting to be catalogued.

Comments/additional information — Include any additional information that may be helpful to
the cataloging process.

Steps to Completing a Catalog Request:

Download Catalog Request Excel template

Fill out catalog request

Annotate instances that may be unique. Such as corrections or updates in the
comments/additional information cell and reference specifics in the e-mail submission
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4. E-mail catalog request to the MCICOM G4 inbox: MCICOM G4 DPAS@usmc.mil
5. Follow up with MCICOM G4 about catalog request

Please provide all information needed to complete the catalog request to ensure completion in a timely
manner. Do not copy and paste into a new excel workbook. Utilize the provided Microsoft Excel
template.
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Appendix D
Condition Codes

Supply condition codes are used to classify materiel in terms of readiness for issue and use or to
identify action underway to change the status of materiel. The Condition Code must accurately
describe the materiel physical condition. The supply condition codes will constitute the Federal
condition codes for utilization program screening and review purpose.

Code Value Description

A Serviceable Issuable without qualifications. New, used, repaired or
reconditioned material which is serviceable and issuable
to all customers without limitation or restrictions.
Includes material with more than six months shelf life
remaining.

B Serviceable Issuable with qualifications. New, used, repaired, or
reconditioned material which is serviceable and issuable
for its intended purpose, but which is restricted from
issue to specific units, activities or geographical areas by
reason of its limited usefulness or short service life
expectancy. Includes material with three to six months
shelf life.

C Serviceable Priority issue. Items which are serviceable and issuable to
selected customers, but which must be issued before
Condition Code A and B material to avoid loss as a
useable asset. Includes material with less than three
months shelf life remaining.

D Serviceable Test/modification. Serviceable material which requires
test, alteration, modification, conversion or disassembly.
This does not include items which must be inspected or
tested immediately prior to issue.

E Unserviceable Limited restorations. Material which involves only limited
expense or effort to restore to serviceable condition and
which is accomplished in the storage activity where the
stock is located.

F Unserviceable Reparable. Economically reparable material which
requires repair, overhaul or reconditioning. Includes
reparable items which are radioactively contaminated.

G Unserviceable Incomplete. Material requiring additional parts or
components to complete the end item prior to issue.
H Unserviceable Condemned. Material which has been determined to be

unserviceable and does not meet repair criteria; includes
condemned items which are radioactively contaminated,
Type | shelf life material that has passed the expiration
date, and Type Il shelf life material that has passed the
expiration date and cannot be extended. Do not classify
material in Supply Condition H unless it is truly
unserviceable and does not meet repair criteria.

J Suspended In stock. Materiel in stock which has been suspended
from issue pending condition classification or analysis,
where the true condition is not known. Includes shelf-life
Type Il materiel that has reached the expiration date
pending inspection, test or restoration.
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K Suspended

Returned. Materiel returned from customers or users and
awaiting condition classification.

L Suspended

Litigation. Materiel held pending litigation with contractor
or common carrier.

M Suspended

In work. Materiel identified on inventory control record
but which has been turned over to a maintenance facility
or contractor for processing.

N Suspended

Ammunition emergency. Ammunition stocks suspended
from issue except for emergency combat use.

P Unserviceable

Reclaim. Materiel determined to be unserviceable,
uneconomically reparable as a result of physical
inspection, tear down or engineering decision, item
contains serviceable components or assemblies to be
reclaimed.

R Suspended

Reclaim-condition. Assets turned in by reclamation
activities which do not have the capability (e.g. skills,
manpower or test equipment) to determine materiel
condition. Actual condition will be determined prior to
induction into maintenance activities for
repair/modification.

S Unserviceable

Scrap. Material that has no value except for its basic
material content. No stock will be recorded as on hand in
condition S. This code is used only on transactions
involving shipments to Defense Reutilization and
Marketing Office (DRMO). Materiel will not be transferred
to condition code S prior to turn-in to DRMO if materiel is
recorded in a supply condition code A through H at the
time materiel is determined excess. Materiel identified by
National Stock Number (NSN) will not be identified by this
supply condition code.
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Appendix E

Unique Item Identifier (Ull) Codes

All serial accountable assets must be assigned a Ull within DPAS. The manufacturer can assign
the Ull or DPAS assigns the Ull. A Ull is a permanent two-dimensional data matrix that is
encoded with data elements necessary to construct a Ull that is globally unique. A commercial
Ull follows construct standards which are constructed according to approved DoD methods.

ulil Description
Code

ART Ull is assigned and exists in the IUID Registry, recorded in DPAS and asset is tagged
with Ull label

ANN Ull is assigned and exists in the IUID Registry, not recorded in DPAS and asset is not
tagged with Ull label

ARN Ull is assigned and exists in the IUID Registry, recorded in DPAS and asset is not
tagged with Ull label

NNN Meets criteria, Ull is not assigned, not recorded in DPAS, and asset is not tagged
with Ull label (should not appear on Search Criteria)

ANT Ull is assigned and exists in the IUID Registry, not recorded in DPAS and asset is
tagged with a Ull label

DMC Asset does not meet criteria for Ull labeling (Important: By Default NO Ull record is
created)

NDT Not Determined

NOTE: To review all codes associated with assets within DPAS use the Glossary found in the
HELP function within DPAS.
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A code used to identify the type of asset purchase or transferred into DPAS.

Appendix F

Asset Codes

Asset Code

Description

Internal use software

Internal use software in development

Buildings, Improvements and Renovations

Construction In Progress

Land and Land Rights

Improvements to Land

Assets under capital lease

Leasehold improvements

Equipment

Other Natural Resources

Other structures and facilities

National Defense

Heritage

Work In Process

< s<ldwz=xzTomoox B>

Other General PP&E

NOTE: To review all codes associated with assets within DPAS use the Glossary found in the
HELP function within DPAS.
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Appendix G

DPAS Symbols
Symbol Description
*Acq Dt (*) Asterisk identifies mandatory fields

_ An ellipsis indicates that there is more than one set of pages of results that
122228788 8= | can be viewed
(i) The italicized i in front of a term means that when one begins typing in a
i SysId field — a list of complete values that match the characters you have typed
displays. Continue typing to further refine your search. Select a value from
the list when you can identify the value you are looking for.
Radio buttons are mutually exclusive; when you select one option, any
other option is automatically deselected. A selected radio button is
indicated by a filled circle. A deselected radio button is indicated by an
empty circle.
Select a checkbox to check or uncheck it. You can select one or more
checkboxes to enable or disable a feature or option. Hover your mouse
¥r Sve Life over a checkbox that is not selected. An orange square appears within the

[1_accshs checkbox to indicate that it can be selected. Hover your mouse over a
checkbox that has been previously selected. It will contain a green
checkmark. Use the Select All and Deselect All action buttons to select or
deselect all checkboxes on all pages of the Search Results.

) The Calendar tool aids in selected the proper date to be used.

The Browse button opens an additional Search page. When you select the
! Browse button (...), a search page appears over the current page, which is
blacked out. In this new area, you can search for data that will be
automatically entered into a field.
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Terms
Term Description

Button An object on the screen that performs an action when selected.

Dialog Box | Appears in a new window and requires an action by you.

Field Displayed as a white or gray box, data can be entered into a field by entering
information from the keyboard or selecting with the mouse. You can move
from one field to the next by clicking in the field entry area or by using the Tab
key on your keyboard.

Hyperlink | Underlined words that, when selected, navigate to a related page.

Icon A pictorial representation of a function or tool, such as a calendar.

Menu Path | The path from the main menu item to an associated menu option. Hover over
the menu item to highlight it. Left click to select the menu option or hover over
the sub menu item and select the sub menu option in the path.

Page Any visual information from the Web DPAS application. A page may scroll
vertically and sometimes horizontally.

Pop-up Appears in a new window and may provide messages or additional information.

Window

Scroll Bar Used in both Web DPAS and the browser, this allows you to scroll the entire
page or information within a page.

Tab Groups information into several sub-pages.

Table Labeled columns and rows of information.

Window The browser program (such as Internet Explorer) and its associated buttons and

menus.
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Buttons
Button Description
Name

Add Stores new data into Web DPAS, or to include a new entry in the field (rather
than selecting the Search button for an existing value)

Cancel Returns you back one page (sometimes returns you to the Web DPAS Home
Page)

Continue Moves forward one page

Delete Removes an existing entry

Deselect Removes the check mark from all possible choices

All

Fields Lists the data elements available for selection

Print Opens the Printer dialog box where you can select print options or print
directly to your default printer

Refresh Displays system process updates (i.e. "in progress", "completed")

Reject Clears selected requests

Reset Returns fields to default values

Search Processes your request and obtains information in a Search Results page

Select All Selects every available check box in the Search Results. Even items that are not
in the visual display are marked for action

Show Displays the detailed results of your inquiry

Inquiry

Submit Processes your actions

Update Processes changes entered
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The Action Code represents the type of action that occurred. The Action Type Code represents the area

Appendix |

Action Codes/Action Type Codes

of DPAS where the action took place. The table below lists the Action Codes and Action Type Codes

used in the system.

Action Code Action Type Code Description
DTNI DISP Turn-In
DTRO DISP Transfer Out — Outside DPAS
DSPL DISP Disposal
DLDD DISP Report of Survey/Lost, Damaged, Destroyed
DSAL DISP Sales
DDNT DISP Donated (Disposal)
DAAR DISP AAR
DIA) DISP Inventory Adj (Disposal)
EPRE EXCS Prenotification
EXCS EXCS Excess
EWIT EXCS Withdrawal
ITRO RCPT Transfer In — Outside DPAS
INPR RCPT New Procurement
IAAR RCPT Administrative Adjustment
11AJ RCPT Inventory Adj (Receipt)
IFOI RCPT Found on Installation
ICFT RCPT Centrally Funded/Transfer In
IDNT RCPT Donated (Receipt)
ILOI RCPT In on Loan
ILDI RCPT Create Local Due In
ITRI TRNS Transfer In — within DPAS
DTRI TRNS Transfer Out — within DPAS
DTRO TRNS Depreciation Change
IDNT UPDT Donated — Update
ICFT UPDT Centrally Funded/Transfer In - Update
1IA) UPDT Inventory Adj-Update
IAAR UPDT Administrative Adjustment - Update
IFOI UPDT Found On Installation — Update
INPR UPDT New Procurement - Update
ITRO UPDT Transfer In — Outside DPAS - Update
ITRI UPDT Transfer In — Within DPAS - Update
CAAR UPDT Administrative Adjustment — Price Correction
CCFT UPDT Centrally Funded/Transfer — Price Correction
CDNT UPDT Donated — Price Correction
CFOl UPDT Found on Installation — Price Correction
CIA) UPDT Inventory Adjustment — Price Correction
CNPR UPDT New Procurement — Price Correction
CTRI UPDT Transfer In — within DPAS — Price Correction
CTRO UPDT Transfer In — outside DPAS — Price Correction
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RAAR UPDT Administrative Adjustment — Price Revaluation
RCFT UPDT Centrally Funded/Transfer In — Price Revaluation
RDNT UPDT Donated — Price Revaluation

RFOI UPDT Found On Installation — Price Revaluation

RIAJ UPDT Inventory Adjustment — Price Revaluation
RNPR UPDT New Procurement — Price Revaluation

RTRI UPDT Transfer In — within DPAS — Price Revaluation
RTRO UPDT Transfer In — outside DPAS — Price Revaluation
CLOl UPDT In On Loan — Price Correction

RLOI UPDT In On Loan — Price Revaluation

DPRN UPDT Depreciation Change

DPRN CMPT Compute Depreciation

DPGN UPDT Depreciation with Gain

DPTR UPDT Depreciation with Transfer
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Appendix J

DPAS Acronyms/Abbreviations Listing

Abbreviation/Acronym

Definition

A SN Allotment Serial Number

Acq Cost Acquisition Cost

Acq Dt Acquisition Date

Acq Price Acquisition Price

Actbl UIC Accountable Unit Identification Code

ADC I&L (LF) Assistant Deputy Commandant Installation and Logistics Facilities
and Services Division

Asset Cd Asset Code

Asset Sts Asset Status

CAC Common Access Card

CAGE Cd Commercial and Government Entity Code

CAR Custodian Asset Report

CIR Custodian Inventory Report

CLIN Contract Line Item Number

Cntr/PO Nbr Contract/Purchase Order Number

Cond Cd Condition Code

Cpti Cd Capital Code

Custodian Nbr

Custodian Number

Deprn Period

Depreciation Period

DISA Defense Information Systems Agency

Doc Nbr Document Number

Doc Nbr Typ Document Number Type

DoD Department of Defense

DoDAAC Department of Defense Activity Address Code
DPAS Defense Property Accountability System

DSN Defense Switched Network

EDI/PI Electronic Data Interchange Personal Identifier
Eff Dt Effective Date

Estbd Dt Established Date

Estimated Divy Dt Estimated Delivery Date

Exp Cd Expense Code

FSC Federal Supply Code

Fund Cd Fund Code

Gen Rpt Generate Report

GFP Government Furnished Property

GME Garrison Mobile Equipment

GP Garrison Property
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Inv

Inventory

Init Inventory

Initial Inventory

Inv Loc Inventory Location

Inv Nbr Inventory Number

Inv User Id Inventory User Identification
Item Desc Item Description

IUS Internal Use Software

KSD Key Supporting Documentation
Last Inv Dt Last Inventory Date

Last Tran Dt Last Transaction Date

LOA Line of Accounting

Loc Location

Loc Field Location Field

Local Rcpt Dt Local Receipt Date

Lot Nbr Lot Number

Maj Custodian Nbr

Major Custodian Number

Mfr Data

Manufacturer Data

Mfr Model Nbr

Manufacturer Model Number

Mfr Name Manufacturer Name

Mfr Part Nbr Manufacturer Part Number

Mfr Yr Manufacturer Year

NAC National Agency Check

NACI National Agency Check with Inquiries
NAVMC Navy Marine Corps

Next Initilz Dt Next Initialization Date

NIIN National Item Identification Number
Non-Actbl Non-Accountable

Origl In Svc dt Original In-Service Date

PDF Portable Document Format

Pending Tran Pending Transaction

Qty Quantity

Range Desc Range Description

Rcvd By Received By

Rpt Category Report Category

Rpt Format Report Format

Rpt Id Report Identification

SAAR System Authorization Access Request

Sched Cmpltn Dt

Scheduled Completion Date

Schedule Compltn Dt

Schedule Completion Date

Serial Nbr

Serial Number

Shipment Dt

Shipment Date
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Sort Seq Sort Sequence

SSBI Single Scope Background Investigation
Stock Nbr Stock Number

Sub Loc Sub Location

Svc Dt Service Date

Sys Id System Identification

Tran Qty Transaction Quantity

uIC Unit Identification Code

uIC Unit Identification Code

ull Unique Item Identifier

Ull Sts Cd Unique Item Identifier Status Code

Update Inv Hdr Dates

Update Inventory Header Dates

User Id

User Identification

UsmMcC

Unite States Marine Corps
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