DRMO Turn-in Procedures: (No interface with DAISY)

Excess Sys CD:  Must be N/A to complete these procedures.

Contact NAVY PP&E Management Support Team for confirmation of Excess Sys CD.

1. Obtaining the Turn-in Information

a. Prior to turning in the item you must verify there is a record of this asset in  DPAS.

b. Log into DPAS.

c. Go to the Inquiries Module.

d. Select Hand Receipt.

e. Select End Item Serial.

f. Select Bar Code or the Serial Number or both for your inquiry.

i. 
Input the Bar Code or Serial Number from your material.

g.    Depress OK.

i. If DPAS returns a record, record the information and go to step 2, Generating the Turn-In Document.

ii. If the item is not in DPAS follow your local procedures for sending items to DRMO.

2. Generating the Turn-in document

a. Log into DPAS.
b. At the Main Menu.

c. Select Document Register.

d. Select Supply Requests.

e. Select Turn-in.

f. At the key data screen.

i. Select manual.

ii. Enter your UIC (or use the browse button to select your UIC).

iii. Input the stock number of the item being turned in to DRMO.

iv. Select Destn ID, DRMO (use browse button on right of data field for Destn ID) then select OK.

v. Select Transfer Cd, SALV-DRMO (use browse button on right of data field for Transfer Cd).

NOTE:   If the Destn ID and Transfer Cd are not available contact the Navy DPAS Support Team immediately.

vi.  Select OK.

NOTE:   To include any message on your turn in document, check “include turn in message” at this time.  Up to two turn-in messages can be entered.  The turn-in message box appears after you fill out and select SAVE.

vii.  Select OK.

g. The Request for Turn in Screen appears.

i. Input the turn in Doc Nbr. 

ii. Use the drop down arrow and select the DIC Z3A (DRMO turn-in).

iii. Input the Routing Identifier Code (RIC)

NOTE:  If unsure of the RIC contact the local Supply Department representative.  Also, refer to DOD 4000.25-1-M or NAVSUP P-409 Routing Identifiers for a complete listing of RIC’s.

iv. Input the HRH Nbr. (optional).

v. Input Qty. 

vi. Select or fill in the remaining fields. 

1. Supp Address (optional, leave blank).

2. Fund Cd/Appn (use browse on right of data field to choose applicable Fund Cd/Appn).

3. Signal Cd (optional, leave blank).

4. Acquisition Cost (enter acquisition cost from DPAS Hand Receipt Record).

5. Cond Cd (use drop down arrow) select code that represents the condition of the asset being turned in to DRMO.

6. Local Use (optional).

7. Remarks (enter the serial number of the asset being turned in to DRMO).

8. Addl Data (optional).

vii. Click Save.

viii. Transaction Processed.

ix. Click OK.

h. Key data box appears.

i. Select Detail.

ii. Click OK.

i. The Detail Turn in add/change/delete screen appears.

i. Key data screen with UIC and Doc Nbr automatically populated appears. 

ii. Click OK.

iii. Enter the bar code number of the item being turned into DRMO

iv. Enter the quantity being turned into DRMO.

v. Enter the serial number of the item being turned into DRMO.

vi. Click ADD.

vii. Transaction Processed.

viii. Click OK.

ix. Click Exit.

x. Key data screen appears.

xi. Click Cancel.

3. How to Print Forms
a. Go to Document Register.

b. Select Detail Turn-in/Transfer.

c. Select Generate Forms.

d. Enter UIC..

e. Select Submit.

f. The Transaction Box appears.

g. Select OK.

h. 
Depress Print Rpts.

i. Select from the reports menu window the form you want to print by double clicking on it.

j. Select Print from the print icon or by going to File, then Print.

Note: All previous entries will also print out with your form if the end item decrease has not been done on those previous records and the record deleted.

k. Select File then Exit.

l. Select Delete.

m. The Confirm Record Delete Box opens, select YES.

n. Select OK.

o. Select Exit.

p. Generate Form Box appears

q. Select Cancel.

NOTE:  Once the forms are printed, the final step is to decrease

the item from your records.

4. Removing the Asset from your property Book
a. Go to Hand Receipt Module.

b. Select End Item Actions.

c. Select Decrease.

d. Select Turn-in.

e. Input your Bar Code.

f. Select OK.

g. Input your document number that is printed on your form.

h. Fill in the remarks section to explain the reason for the removal.

i. Select Save.

j. The “Do you want to close out the Doc Number” Box appears.

k. Select Yes.

l. The Transaction processed window will appear.

m. Select OK.

n. Select Clear to do another transaction. Or Select Cancel if finished.

