Manual Inventory Processing:

This lesson reviews how to conduct a Manual Inventory in DPAS. There are four main steps required to conduct a manual inventory:

1. Add an Inventory Validation Team Member Signature Line to DPAS.  SECNAVINST 7320.10 requires that the physical inventory documentation shall include the signatures of those who conducted the inventory.  The Inventory Validation Team signature line provides the Personal Property Manager (PPM) with the capability to add or change the names of those personnel that conducted the manual inventory.

2. Initialize an inventory and generate a Hand Receipt Inventory Report via the GENERATE INVENTORY module in DPAS.   During this step you will add the Inventory Validation Team Member Signature Line created in step one to the Hand Receipt Holder report.  The term Initialization means that an inventory flag has been set for each bar code for the inventory generated.  Initializing an inventory will create an Inventory List Number.  The Inventory List Number permits the Property Manager to identify and manage each specific inventory in DPAS and reconcile the individual asset records (bar codes) contained on a specific inventory list number.  The Inventory List Number is displayed on the upper right-hand section of the printed copy of the inventory report.

3. Print a Hand Receipt Inventory Report.  Once printed the Hand Receipt Inventory Report is provided to the Inventory Validation Team to record the physical counts conducted.

4. Reconcile the manual inventory in DPAS via the UPDATE INVENTORY DATA module.  The Property Manager must post the results of the inventory submitted by the Inventory Validation Team.
STEP 1:  Add an Inventory Validation Team Member Signature Line to DPAS.
Only the Personal Property Manager should have the correct level of DPAS access to add or change an inventory signature block message to an HRH Inventory Report.  Inventory Validation Team members, per Navy Policy, must physically sign the inventory count sheets in accordance with SECNAVINST 7320.10. 

There are 2 main steps required to add an Inventory Validation Team Member Signature line to a Hand Receipt Inventory Report.  These steps are:

1. Accessing the Reports / Form Message Function to add a Message 

2. Building a message to the Reports / Form Message Function

Accessing the Reports / Form Message Function to add a Message.

The first step requires the PPM to access the Report/Form Message program list in the Utilities module of DPAS.  This is accomplished as follows:

A. From the DPAS Main Menu, Click the Utilities Icon or select Utilities from the menu bar.

B. Select Master Table Maint from the Program Group

C. Click  Report/Form Message from the Program List[image: image1.png][#220PAS Main Menu
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Building the Inventory Validation Team Member signature message in the Reports / Form Message Function
The second step involves building a Message ID.  The PPM will use the Message ID to attach the Inventory Validation Team Member signature line to the HRH Inventory Report.  

A. Type in the Msg Id.  The Msg Id field is one to five characters long You can create multiple Msg Id’s to support mission requirements.  Here “TEAM1” will be used to designate the first inventory count team comprised of two personnel:  John Gill and Bill Money.

B. Click “Ok”.
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C. Enter data in the Msg Text block.  Type in the names of the inventory personnel and add a date line.  Be sure to use the underscore key to provide a placeholder for the actual signatures and dates. 

D. Click the “Add” key to add the text to the Message ID called “TEAM1”

E. The user should receive a status message that the transaction has been processed.  The user should click OK.
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F.  The Key Data screen appears.  Select “Exit” to go exit back to the DPAS main menu.  
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STEP 2.  Initializing a Hand Receipt Inventory and Generating a Hand Receipt Inventory report that includes the signature line for the Inventory Validation Team members.
There are three main steps for generating a HRH Inventory Report.  These steps are:

1. Accessing the Hand Receipt Generate Inventories function.

2. Entering Key data in the Generate Inventories screen.  Here you will add the “TEAM1” text message to the HRH Inventory Report.

3. Generating the HRH inventory.

Accessing the Hand Receipt Generate Inventories Function:

Access the Generate Inventories function in the Hand Receipt module as follows:

A. From the DPAS Main Menu, click the Hand Receipt icon, or select Hand Rcpt from the menu bar.

B. Select Inventory Actions from the Program Group.

C. Click Generate Inventories from the Program List. [image: image5.png][#220PAS Main Menu
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Entering Key data in the Generate Inventories screen:
The Generate Inventories screen displays and the user should:

A. Accept the default value Inv Type (HRH)

B. Select from the appropriate Actions.  Here Initialize Inventory and Generate Report.

C. Accept the default Generate method (On-line)

D. Enter your UIC ( for example purposes it is N00011) or click the browse button for a list of valid selections. 

E. Click to put a checkmark in “Include Report Message” and then click the Msg Id browse button.

F. The Report Form Message box appears.  Highlight the appropriate Msg Id - in this case TEAM1 and click OK.
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Entering Key data in the Generate Inventories screen (CONTINUED)

G.  Click “Ok” to continue.  Clicking “Ok” gives you the opportunity to modify the Report Message Text if necessary.
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Entering Key data in the Generate Inventories screen (CONTINUED)

H.  Review the Msg Text.  If no changes are required Click Ok.  Clicking “Ok” will add the TEAM1 Msg Id to the Hand Receipt Inventory Report.
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Entering Key data in the Generate Inventories screen (CONTINUED)
I. Select the sort sequence. In this case by bar code.

J. Select the optional Report Annexes as necessary.  Note:  Selecting Sub-Hand Receipt will initialize an inventory for each Sub-Hand Receipt Holder. 

K. Select the appropriate Hand Receipt Holder

L. Enter or select the Next Inv Due DT

M. Enter or select the Sched Cmptn Dt

N. Click “Submit” and a Status box appears indicating that the report was submitted. Click “Ok”

Note:  If assets are currently open or initialized on a previous inventory, that inventory must be closed before any new request can be processed.  If no assets exist for the requested inventory, the inventory record is marked with the inventory Process Code = CN – Closed No Assets.
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The end result of this step is the initialization of an Inventory and the generation of a Hand Receipt Inventory Report that contains a Inventory Validation Team Signature line.  Remember, the term Initialization means that an inventory flag has been set for each bar code for the inventory generated.  Initializing an inventory will create an Inventory List Number.  The Inventory List Number permits the Personal Property Manager to identify and manage each specific inventory in DPAS and reconcile the individual asset records (bar codes) contained on a specific inventory list number.

Step 3.  Printing the HRH inventory Report.
The Generate Inventories screen displays and the user can generate another inventory, exit to the DPAS Main Menu, or select the Print icon to view or print the Hand Receipt Inventory report. 

A.  To print the Hand Receipt Report Click the Printer Icon. 
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Displaying and/or printing the HRH inventory Report- Continued
A Reports Menu screen displays and the user must select the Hand Receipt Inventory report with the appropriate date and time.

B.  Selecting View displays the results on screen, while choosing Print sends your output to a designated printer.  
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The report displays the TEAM1 Msg Id as seen below and provides a location for the Inventory Team Members to sign the physical inventory listings in accordance with SECNAVINST 7320.10.  
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Step 4.  Update Inventory Data:

The Personal Property Manager must use the following steps to reconcile a manual inventory after the inventory has been conducted.  All reconciliation processes are conducted within the Hand Receipt / Inventory Actions module of DPAS.

Reconciling the inventory in DPAS will update each bar code record in DPAS with:

1. The last inventory date, 
2. The location of the asset,
3. The User ID of the individual that conducted the inventory,
4. And any suspected loss code actions applicable. 
The First step in reconciling an inventory is to access the Update Inventory Data module. 

A. From the DPAS Main Menu, click the Hand Receipt icon.

B. Select Inventory Actions from the Program Group.

C. Click Update Inventory Data from the Program List.
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Entering Key Data in Update Inventory Data screen
The Update Inventory Data screen appears and the user should:

A. Select Inv List Nbr.

B. Click the browse button for a list of open Inventory List Numbers.
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Note:  The Resolution Code is not applicable when updating an asset on a manual inventory.  This code is only used for the Automated Inventory process using bar cod scanners.

Entering Key Data in the Update Inventory Data screen continued:

C. Highlight the appropriate Inventory List Number

D. Click OK
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Entering Key Data in the Update Inventory Data screen continued:

E.  Click OK.  Selecting Ok will display all the assets for this Inventory List Number.
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Entering Key Data in the Update Inventory Data screen continued:
E. Select the asset from the list box that is to be updated.  
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.

Entering Key Data in the Update Inventory Data screen continued:
The Personal Property Manger uses the below process to update the following fields with the data provided from the Inventory Validation Team’s physical inventory count sheets  (Hand Receipt Holder Inventory Report).

H.  Inv Loc.   Click the Browse button to select a Location value. 

I.   Last Inv Dt.  Required.  Cannot be greater than current date. Use the calendar icon to modify this date.

J.   Inv User Id.  Required.  Enter the USER ID of the individual conducting the inventory.
K.  Suspected Loss Cd.  If the Inventory Validation Team did not count the asset the Personal Property Manger must code the asset with a suspected loss code to identify it as a missing asset.  Select the correct value from the drop down box.  Navy Policy requires you to select “I” for internal investigation.  If after causative research you find the asset come back into Update Inventory Data and change the Suspected Loss code back to N/A.  If the asset cannot be found change the Suspected Loss code to R (survey) and process an End Item Decrease transactions in accordance with SECNAVINST 7320.10 paragraph 9- E (4). 

L.  Click Save. 
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Entering Key Data in the Update Inventory Data screen continued:
M. Click the OK button to  go to the next asset.  
Note:  As each asset record records is reconciled it will drop off the list of Unreconciled assets.   
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Entering Key Data in the Update Inventory Data screen continued:
When the last asset has been reconciled you will receive a dialog box that tells you “All exceptions for this inventory list number have been cleared and the inventory is closed.”  This step will change the Inventory Process Code from OI (Open Initialized) to CR (Closed Reconciled) for the inventory list number. CR will signify that the inventory has been closed and reconciled and can now be Deleted via the Manage Inventory process.
N.   Select Yes to generate a Reconciliation Report. To print a copy of the Reconciliation Report go to: Hand Receipt / Reports / Print
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