DEFENSE PROPERTY AND ACCOUNTABILITY SYSTEM (DPAS) FREQUENTYLY ASKED QUESTIONS (FAQ)

Reference A: SECNAVINST 7320.10   

Do I need to use DPAS?

Yes, in 1994 the Under Secretary of Defense memorandum recommended that DPAS be the sole system for the military system and the Assistant Secretary of Defense memorandum dated May 3 1995 approved the system for use.  Both memos are available on the FISC Norfolk web page for viewing at, http://www.nor.fisc.navy.mil/dpas/DPAS_Correspdence&Msgs.htm
Where do I obtain a copy of the DPAS training Manual?

At the web site, http://www.nor.fisc.navy.mil/dpas/DPAS_Training.htm   

How do I obtain a Waiver for non-usage of DPAS?

At the web site  http://www.nor.fisc.navy.mil/dpas/DPAS_Correspdence&Msgs.htm Official Correspondence and Messages, CNO Message 071315Z Sep 01 provides guidelines to follow to exempt a UIC from utilizing DPAS. 

Where/how can I get DPAS training?

The formal training is held at Defense Supply Center (DSCC) Columbus Ohio.  There are many ways to receive DPAS/Eureka training. Training classes are conducted at Columbus Ohio and also at other regional areas.  The schedule and registration can be accessed by going to the web address; https://www.dpasweb1.day.disa.mil/webdpas/Train_Web/Training_Home.htm 

In addition the Navy has a very comprehensive E-Learning training program located on the internet. To use this self-paced training program, go to; http://www.nor.fisc.navy.mil/dpas/E_Learning_help.htm this will give you the information needed to use E-Learning. By going to this address, you go directly to the log in section; 

http://www.navylearning.navy.mil  .The training is self paced and allows you to stop at any time and restart where you last finished. The schedule and registration can be accessed by going to the web address; https://www.dpasweb1.day.disa.mil/webdpas/Train_Web/Training_Home.htm 

How do I obtain the software to down load for DPAS operation?

The software is available for downloading from the Internet where a password is required.  A DISA form 41 is required to be filled out and submitted to the Navy PP&E Management Support Team.  Contact them for instructions on obtaining, filling out and submitting this form.

Is it necessary to down load all three programs to use DPAS?

Yes. The three files DPAS, SUPRA and Eureka are all interrelated and are required for operation.

Who do I contact and where do I send my DPAS related requests?

ALL Navy DPAS requests must be submitted to the Navy PP&E Management Support Team.

Where can I obtain additional information on DPAS?

The Navy DPAS web page contains a vast amount of informative information for viewing and explaining some procedures.  It can be reached at www.nor.fisc.navy.mil/home/dpas.htm.  The Navy DPAS Management Support Team can be called or emailed to answer all of your DPAS, / Eureka related questions.

Does ADP (IT) property have to be included in DPAS?

If the ADP asset meets the accountability threshold of $5000 and higher or is pilferabable (regardless of cost) it must be included in DPAS.

Where can I find procedures for excessing personal property?

The procedures are located on the NAVY DPAS web page; http://www.nor.fisc.navy.mil/DPAS/DPAS-DITMS%20LETTER.doc
How important is it to know the manufacture of my items and there part numbers or model numbers?

The Navy recommends in DPAS that you have a manufacture key assigned to identify all of your material.  While it is not a mandatory entry for non-ADP assets, during inventories if you have the manufacture data included it will assist in locating and identifying assets.

How do I obtain a password to use DPAS?

A DISA Form 41 is required to be submitted to the Navy DPAS support for each user and password.  The Navy PP&E Management Support Team will assist you in obtaining the proper forms and filling them out.  

Who assigns me a user id and password?  

Based upon the data supplied and approved by your supervisor on the DISA form 41 the Navy PP&E Management Support Team will assign you a user id and password.

What capabilities will I have in DPAS?

The supervisor has the final say on the access that you will have. There are “standard” basic user access settings, which will be given to all users.  If there are any questions the Navy PP&E Management Support Team will be glad to answer.  

How do I change my password?

Log on to DPAS, at the main menu screen select “file” listed across the top of the screen then select Change Password, type in your old password then type in your new password, reenter new password then select submit.  If you get locked out you will need to contact the Navy PP&E Management Support Team.

What do I do if I forget my password? 

You must call the Navy PP&E Management Support Team to have your password reset.

How do I locate or add a stock number record to my database?

Do a search in DPAS searching by nomenclature/manufacture/part number; if you do not find the item go to the next step. Log on to the NAVY DPAS web page at www.nor.fisc.navy.mil/home/dpas.htm Select the Catalog Modification Request Form, fill out the form and depress send.  The on line request will be received by the Navy PP&E Management Support Team, answered and returned to you as soon as possible. Include a valid e-mail address since all replies are via e-mail.

How do I locate or add manufacture data to my records?

Log on to DPAS and using the inquiry module select the desired field and depress ok.

Results will be displayed or if no records are displayed you must contact the Navy PP&E Management Support Team to add the record.  Some procedures are listed at the Navy DPAS web site, www.nor.fisc.navy.mil/home/dpas.htm 

Can other commands see my records?

The only command that can view your records are those commands using the same DPAS Site ID.  Other users only have access to their records.  No other command can make any changes to your records.  Contact the Navy PP&E Management Support Team for additional information on this subject.

Should I put my ADP items in DPAS?

YES, if they meet the accountability threshold or are considered pilferable regardless of dollar value.

Can I run reports in DPAS to assist in my inventory?

Yes, DPAS has a report writing system called Eureka.

Who do I call if DPAS stops working or gives me error messages?

All Navy DPAS related questions should be directed to the Navy PP&E Management Support Team.

How do I submit my requests to add items to the DPAS database?

Log on to the internet and go to site: www.nor.fisc.navy.mil/home/dpas.htm
Basic instructions are given in the web page plus there is an on line internet catalog modification request form to be filled out and submitted to the Navy PP&E Management Support Team. All DPAS catalog or manufacture requests are submitted via the online request.

How does the online procedure work?

Log on to the site: www.nor.fisc.navy.mil/home/dpas.htm Select Catalog Modification Request and Procedures. Fill out the catalog modification request form and depress SEND TO NAVY POCS. The Navy PP&E Management Support Team will receive the electronic form, action will be taken and the requested data with answers will be returned via the same electronic form. 

What is the "accountability threshold"?

The minor property DoD threshold is $5000 or greater, but less than $100,000 for minor property, pilferable assets have no minimum dollar value.  

What is the capital asset threshold?

 $100,000 for capital assets and pilferable assets may be any dollar value.

What are the procedures for turning over IT assets to NMCI?

The detailed procedures are located at the following web address. Paragraph 4 contains the detailed procedures. Paragraph 6a contains DPAS specific instructions.

http://www.nor.fisc.navy.mil/dpas/CNO_MSG_261536z.pdf 

Reference A applies to all of the below questions.

What is the definition of personal property?

Personal Property, a sub-category of General Property, Plant & Equipment, (PP&E) includes items used to produce goods and/or services to support DON's mission. Personal Property includes: office equipment, industrial plant equipment, vehicles, material handling equipment, automated data processing (ADP) equipment, government furnished equipment (GFE), and other types of assets including leased assets and leased agreements. Personal Property does not include: inventories (i.e., items intended for sale) or operating materials, non appropriated fund property and supplies. 
What are the categories of personal property?

Personal Property consists of capitalized, minor, pilferable, sub-minor, leases, and government personal property in the possession of contractors for both the Working Capital Fund (WCF) and the General Fund. All personal property used by WCF activities in the performance of their missions shall be categorized as Personal Property, whether or not it meets the definition of any other property category. 

What property MUST be included in DPAS?

Accountability for all capitalized, minor, pilferable, and GFE assets and asset lease agreements (in which the Net Present Value of the total minimum lease payments) greater than DON shall establish the accountability threshold from time of receipt. Accountability for Contractor-Acquired personal property shall be established upon the asset’s transfer to the DON.
At what time does the command become responsible for assets?

Accountability for all capitalized, minor, pilferable, and GFE assets and asset lease agreements (in which the Net Present Value of the total minimum lease payments) greater than the accountability threshold shall be established at the time of receipt by DON. 

Do I need to account for contractor assets?

Accountability for Contractor-Acquired personal property shall be established upon the asset’s transfer to the DON. These personal property assets shall be recorded and tracked in a compliant personal property system approved by DON. 

Can I use another system to track my minor and capital assets?

No other personal property systems are authorized, except in the case of property that is classified/sensitive in nature that must be recorded in an approved secure property system or in a non-secure system in such a way that national security is not compromised.

At what time does the accountability of assets end?

Personal property that has been transferred-out, sold, disposed, lost, stolen or destroyed shall be properly documented and removed from the personal property system at the time the 

property leaves the activity or it is determined the item no longer exists. 

How long must I retain documentation after removing the asset from DPAS?

Substantiating documentation must be retained for 36 months.

What do I need to do to assign someone to become the command Personal Property Manager? (PPM)

The command Personal Property Manager (PPM) shall be designated in writing by 

the Commander and is responsible for implementing the policies and procedures 

established by the SECNAVINST 7320.10, scheduling training for personal property personnel, ensuring personal property system data security and integrity, and coordinating physical inventories (counting requirements).

What is the role of the Personal Property Manager? (PPM)

Personal Property Managers are required to implement the controls contained in the SECNAVINST 7320.10 plus additional controls as required to produce the following desired major objectives: 

(1) Accountability of assets.

(2) Accurate financial reporting.

(3) Personal Property System security and data integrity. 

(4) Life cycle management of Personal Property assets.

(5) Compliance with personal property policies and procedures.

What is the role of the DPAS Major Claimants? 

(a) Establish a personal property management organization within Headquarters that provides personal property management oversight for the claimancy. 

(b) Disseminate current personal property guidance and information throughout the claimancy including the latest policies, procedures, standards and mandates established by DoD, DON, Federal regulation, and/or the laws that pertain to personal property accountability and financial requirements.

(c) Verify that activities within the claimancy are performing physical inventories as required. Activities are required to submit letters to their major claimants substantiating physical inventory completion. Major claimants should monitor this process to make sure physical inventories are conducted as required.

(d) Collect/review claimancy personal property financial information on a quarterly basis for reasonableness and accuracy.

(e) Compile all personal property financial information prior to submission to FMO. 

(f) Establish procedures to monitor usage of the claimancy personal property database (may include implementation of additional internal controls) to ensure: activities are using the mandated system, data is complete and accurate, and financial information is being reported properly.

(g) Reconcile personal property financial information from the personal property system with the general ledger account balances. Retain a copy of the summary/detailed personal property information to support the reconciliation performed for three years.

 What are the retention requirements for documentation? 

General Documents. The PPM is responsible for ensuring all required documentation is retained for capitalized, minor, pilferable, GFE, and asset lease agreements from time of receipt until 36 months after the item is disposed/transferred-out/sold. 

What are the retention requirements for documentation of transferred assets?
In the case of items transferred to another activity, copies of supporting documentation shall be maintained on file at the originating activity and the original documents shall be forwarded to the receiving activity.

What inventory records do I need to maintain and for how long?

The PPM shall retain and file physical inventory documents along with all other personal property documents. The physical inventory documentation shall include the signed physical inventory sheets and a copy of the physical inventory detail listing that summarizes all the adjustments made. Physical inventory documents shall be retained until the next wall-to-wall physical inventory has been conducted and reconciled.

How long do I have from receipt to post my receipt in DPAS?

To ensure that accountability is continuously maintained for every asset, local procedures must be established to ensure new assets are recorded in a compliant personal property system within 7 calendar days of receipt.

Am I required to bar code all of my assets?

All personal property recorded in the personal property system shall be bar coded. Even items that cannot be physically bar coded (e.g., satellites) should still have a bar code assigned to them.

How much time am I allowed getting barcodes on my assets?

 Within 7 calendar days of receipt.

Is there a specific format required for my bar codes?

 Bar codes shall be 10 digits in length. The first five digits shall be the activity’s Unit Identification Code (UIC) minus the Service Code, and the next five digits shall be a unique alphanumeric code assigned by the UIC. 

How long do I need to wait before using a previous assigned bar code?

Bar codes may be reused 36 months after the disposed personal property item has been removed from the personal property system.

When I receive an asset transferred to me do I use the bar code that is on the item?

When personal property is transferred-in from another Federal agency, the old bar code shall be immediately removed and replaced with a new bar code from the gaining activity.

If I have an asset loaned to me, do I put my bar code on this asset?

If an item is borrowed from (in on loan from) another Federal agency, then the original bar code shall be maintained on the personal property item to ensure that the personal property item is properly identified as a loaned item.

What is the Physical Inventory (Counting Requirements) of Assets? 

All physical inventories are required to include a comparison of all the personal property 

records to the physical assets (i.e., book-to-floor) and all the physical assets back to the personal property records (i.e., floor-to-book) to ensure all items are included in a compliant personal property system. Physical inventories that are not conducted in this manner are not compliant and management may require the physical inventory be performed again using 

correct procedures.

How often do I need to do an inventory? 

PPMs shall ensure that physical inventories are performed as follows: 

(1) At least once every 3 years for: capitalized, minor, and 

pilferable personal property.

(2) At least annually for equipment on loan. 

(3) When there is a change in the custodian. 

(4) Whenever directed by the Commander. A special physical inventory may be necessary when there is evidence of forced or unlawful entry or upon the discovery of an open or an unattended storage area.

(5) As required by the Federal Acquisition Regulation (FAR) for government personal property in the possession of contractors. 
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