Performing an Inquiry in DPAS

There are several options available to users to obtain information regarding records in the DPAS Property Book.   

The following procedures outline the steps for performing an inquiry in DPAS and listing the retrieved record data in a report format.  

For the purposes of this example a report of records contained in the Hand Receipt Module will be retrieved.  

NOTE: this process does not require the use of Eureka.
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Log on to DPAS.

From the DPAS Main Menu,

A. Click the Inquiry icon.

B. Select Hand Receipt from the Program Group.

C. Select End Item Serial from the Program List.

The End Item Serial Inquiry Screen is displayed.
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A. From the Selection Fields column select UIC by highlighting the field and double clicking the mouse button or use the Right Arrow button.

B. Enter the UIC.

C. Select Report.

D. Select OK.


The End Item Serial Inquiry Screen will be displayed. 
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A. On the Right side of the screen a list of Fields to be viewed and those key fields that will be included in the Inquiry Report.  NOTE:  The Key Fields information, Serial Nbr and Stock Nbr cannot be changed.

B. On the left side of the screen is displayed a list of Selection Fields.

C. From the Selection Fields column highlight and double click to select those fields from the list that are to be included in the Inquiry Report.

D. The data fields selected will be displayed in the Selected Fields box on the right side of the screen as they are selected.  

E. Select OK

The End Item Serial Inquiry results are displayed.
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A. The End Item Inquiry screen will display with all the records that match the inquiry criteria.

B. If more records are available than can be displayed on this screen, select the Next button to retrieve the next set of records or select Retrieve All to display all records meeting the inquiry criteria.  

NOTE: While it is possible to view or print the displayed information from this screen it is recommended the file be exported to Excel.   See the next slide for procedures on how to export to Excel.

To export the retrieved inquiry file to Excel use the following procedures.
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A. Select Export.

B. Export Screen is displayed.

C. In the Options box, select Microsoft Excel.

D. Select OK, DPAS will convert the retrieved report file into Excel.

DPAS formats and displays the retrieved inquiry report file into Excel
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Recommend the exported inquiry report file be saved to the local PC.  Use the Save As procedures associated with Microsoft Excel.

When the exported inquiry report is saved and exited DPAS will return the user to the End Item Serial Inquiry Screen.
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A. Click Exit to return to the DPAS main menu.
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