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Ground Rules 
Submit questions through the question pod – we will discuss them 
throughout the session 

Turn your volume Up and let the presentation team know if you 
have trouble hearing the presentation (through the question pod) 

You can maximize the presentation pod (toggle Full Screen) 

Download the presentation from the File Sharing pod 



8/10/2011 

DPAS Inventory Reconciliation 2 

04/11/2012 

Agenda 

Anatomy of a Reconciliation Report 
Part I - Summary 

Part II – VIII – Detail Pages 

Last Page – Signature Block 

DPAS 
Manage Inventories 

Reconcile Inventory Data  

Generate Reconciliation Report 

Reports Manager 

Updates 

Questions 

Polls 

Anatomy of a 
Reconciliation Report 

04/11/2012 
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PART  I - SUMMARY 

04/11/2012 

This is a Reconciliation Report. It is automatically generated when your inventory is uploaded from your 

scanner to DPAS. The Reconciliation Report is the comparison of what is in DPAS versus what you 

actually counted. DPAS identifies Overages (assets you scanned that are not on DPAS) and 

Shortages (assets you should have scanned but did not). This report is located under the 

Forms/Reports menu option. Part I – Summary shows the results of your upload. 

PART II - OVERAGES 

04/11/2012 

Causes for overages: 

 
A matching history 
record is found, but 

may not be for this 
specific asset 
 

A Serial Number is 
input with no Asset 
Id on the scanner 

during the inventory 
 
Information is keyed 

in on the scanner 
about an asset in 
the description field 

of the asset 
 
An asset is scanned 

and it is not in DPAS 
 

Part II displays Overages 



8/10/2011 

DPAS Inventory Reconciliation 4 

CONT  PART II - OVERAGES 

04/11/2012 

Causes for overages: 

 
Bulk assets were 
inventoried and not 

in DPAS 
 
 

Bulk assets are on 
the property book, 
however; they are 

not on the initialized 
inventory being 
currently conducting 

 

CONT  PART II - OVERAGES 

04/11/2012 

Causes for overages: 

 
An asset is scanned 
which is on DPAS 

but not on the 
initialized inventory 
being currently 

conducting  
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CONT  PART III - SHORTAGES 

04/11/2012 

Causes for shortages: 

 
Assets on an 
initialized inventory  

are not 
scanned/inventoried 
 

A location is entered 
on the scanner 
during the inventory 

that is not in DPAS 
 
Bulk assets are on 

the initialized 
inventory but the full 
amount which is 

recorded in DPAS 
was not 
scanned/inventoried 

 
 

Part III displays Shortages 

CONT  PART III - SHORTAGES 

04/11/2012 

Other examples of Shortages Missed 
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PART IV – SUSPECTED LOSS UPDATES 

04/11/2012 

Part IV displays Suspected Losses  

PART V – RELOCATED ASSETS 

04/11/2012 

Part V displays Relocated Assets. Relocated Assets are assets that were scanned in a new/different 

location than when the inventory was generated. It is important to verify these location changes while 

you are reconciling your inventory. 
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PART VI – RECONCILED ASSETS 

04/11/2012 

Part VI displays 

Reconciled Assets. 

Reconciled Assets 

are assets that were 

scanned in the 

correct location 

according to DPAS. 

PART VII – RESOLVED EXCEPTIONS 

04/11/2012 

Part VII displays Resolved Exceptions. The Resolved Exceptions area can contain several different 

sections which are separated by the Inventory Asset  Status Codes you select during reconciliation. 
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PART VIII – ASSETS REMOVED 

04/11/2012 

Part VIII displays Assets Removed. If an asset was removed from DPAS during the inventory, it will 

show up here. 

SIGNATURE BLOCK 

04/11/2012 

The last page of the Reconciliation Report contains the Signature Block and an END OF REPORT 

statement. 

 

If you have the Agency Coordinator role, you can go into DPAS and change the statement for the 

signature block. This is done by going to Master Data > Agency Settings/General Signature Block.  
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Manage Inventories 

04/11/2012 

Manage Inventories Search Criteria 

04/11/2012 

To manage or reconcile your 

inventory, you begin by going to 

Inventory > Manage Inventories 
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Manage Inventories Search Criteria 

04/11/2012 

You can enter data into the fields to 

narrow your search, or you can display 

all your inventories by leaving the fields 

blank and selecting the Search button 

Manage Inventories Search Results 

04/11/2012 

To open an inventory select the checkbox beside it. Select the Continue button. 
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OUM – Open Unreconciled Manual – means a scanner is 

not used for an automated inventory, it is still open and not 

yet reconciled 

 

OUA – Open Unreconciled Automated – the inventory was 

conducted using a scanner, and is still open and not yet 

reconciled – but has been uploaded to DPAS 

 

OSC – Open Scanner - the inventory is on more than one 

scanner and one or more of the scanners have been 

uploaded to DPAS (partial inventories) 

 

OIN – Open Initialized – the inventory has not been 

downloaded to the scanner yet 

 

ODL – Open Downloaded – Initialized inventory that has 

been downloaded to the scanner 

Manage Inventories Search Results 

04/11/2012 

Manage Inventories Selected Rows 

04/11/2012 

The Action box drop-down list on the Manage Inventories Selected Rows page 

displays many choices 
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Reconcile Inv Data – Takes you into the DPAS 

reconciliation process 

 

Update Inv Header Dates – Deals with next initialization 

dates and the inventory management plan 

 

Generate Inv Report – Option to generate a new inventory 

report 

 

Generate Recon Report -  Option to generate a current 

reconciliation report to see how far along you are    

   

Close Inventory – Closes the inventory in it’s current status 

 

Cancel Inventory – Cancels the inventory 

 

Delete Inventory – Deletes inventories off of your table so 

you do not have a lot of old inventories taking up space on 

your database 

Manage Inventories Selected Rows 

04/11/2012 

04/11/2012 

Reconcile 
Inventory Data 
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Search Criteria 

04/11/2012 

The Search Criteria pages gives you different search options 

for finding unreconciled assets on your inventory 

Search Criteria 

04/11/2012 

You are able to search by a specific Inv Asset Sts Cd by using the 

drop-down list 
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Search Criteria 

04/11/2012 

SMS – Shortage Missed is selected from the Inv Asset Sts Cd drop-down list 

Serial Assets Search Results  

04/11/2012 

The Serial Assets Search Results page displays all the Shortage Missed assets from 

this inventory. 

 

From this page you could reconcile these shortages in mass or one at a time by 

selecting the Continue button. (We do not want  to perform the action at this time so we 

are selecting the Cancel button to return to the previous page). 
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Search Criteria 

04/11/2012 

By selecting an Inv Asset Sts Cd of All, every unreconciled asset 

on the current inventory will display 

Serial Assets Search Results  

04/11/2012 

The Serial Assets Search Results page displays your unreconciled assets. 

 

Notice the numbers on the bottom left of the page. This shows how many 

pages of unreconciled Assets you have.  

If you select the  

asset  hyperlink 

the details of the  

asset  will display 
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Serial Asset Details 

04/11/2012 

Displayed are the details for Asset Id: MON0003. Once you are finished viewing 

the details, select the Cancel button to return to the previous page 

Serial Assets Search Results  

04/11/2012 

Select the checkbox of the last asset on this page. Select the Continue button. 
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Serial Assets Selected Rows 

04/11/2012 

The Serial Assets Selected Rows page displays to confirm your selection(s) from the 

previous page.  

 

Once you have confirmed your selection(s) you select the Update button to continue. 

Serial Overage Update 

04/11/2012 

ANR – Accountability 

 Not Required 
 

CMS – Cleared Matching 

 Shortage 
 

CDI – Create Due-In 

 Record 
 

INC – Incorrect Input of 

 Keyed Asset ID 
 

OTR – Other Resolution- 

 use if the others 

 do not apply 
 

RAL – Returned Asset to 

 Proper Location 
 

RAO – Returned Asset to 

 Proper Owner 
 

SNI –  Should not have 

 been inventoried 

 

The asset information displays on the Serial Overage Update 

page. The Resolution Cd drop-down list provides codes to 

use for overages. 
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Serial Assets Search Results  

04/11/2012 

A Shortage Missed asset is selected to be reconciled 

Serial Assets Selected Rows 

04/11/2012 

Again, we are confirming the selection from prior page, and selecting the Update button 
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Serial Shortage Update 

04/11/2012 

Suspt Loss Sts Cd: 

S – Suspected Loss 

I – Under  Investigation 

R – Report of Survey 

N/A – Non Applicable 

The Serial Shortage Update page displays. Depending upon your 

resolution, there are a few fields that need to be filled in. If there is a 

suspected loss, the correct Suspt Loss Sts Cd is entered. 

Serial Shortage Update 

04/11/2012 

The Suspected Loss code was set to S-Suspected Loss. This will cause 

this asset to show up on the Part IV – Suspected Losses page. 

 

If the Suspected Loss is found after the inventory is closed, go to 

Inventory > Update Inventory to remove Suspected Loss status of S 

back to NA. 
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Serial Assets Search Results  

04/11/2012 

An Overage Uninitialized asset is selected 

Serial Assets Selected Rows 

04/11/2012 

Again, we are confirming the selection from prior page, and selecting the Update button 
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Serial Overage Update 

04/11/2012 

The Serial Overage Update page displays. Use the Resolution 

Code drop-down list to select the correct code for the overage.  

Generate 
Reconciliation Report 

04/11/2012 
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Manage Inventories Selected Rows 

04/11/2012 

To run an updated Reconciliation Report  go back to the Manage 

Inventories Selected Rows page, and select Generate Rcl Report from 

the Action drop-down list. 

Generate/Reprint Reconciliation Report 

04/11/2012 

The Generate/Reprint Reconciliation Report > Report Options page 

displays. Leaving the default values in the data fields will display all 

available sections of the report.  

 

Select the Submit button to generate the report. 
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Generate/Reprint Reconciliation Report 

04/11/2012 

A successful Transaction Status page will display after submitting the report 

Reports Manager 

04/11/2012 
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Generate/Reprint Reconciliation Report 

04/11/2012 

Go to Forms-Reports > View Forms/Rpts 

to view and/or print the updated 

Reconciliation Report 

Reports Manager View Search Criteria 

04/11/2012 

The Reports Manager page displays. The drop-down lists can be 

used to narrow your search results. Leaving the defaults in the data 

fields will display all the available reports. 
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Reports Manager Search Results 

04/11/2012 

The list of reports displays. Select the Reconciliation Report  hyperlink to open the report. 

Reports Manager Details 

04/11/2012 

The Report Manager Details page displays. This page lists all Reconciliation Reports 

for the past 30 days. The most recently generated report is at the top of the list.  

 

To open a report, select the Report Id hyperlink beside it. To delete a report, select the 

checkbox to the left of it. You can only delete reports that you “own” or generated. 
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Updates for the 
Reconciliation Report 

04/11/2012 

PART  I - SUMMARY 

04/11/2012 

The updated Reconciliation Report 
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PART IV – SUSPECTED LOSS UPDATES 

04/11/2012 

The Suspected Loss that was created now shows up in Part IV – Suspected Loss Updates 

OVERAGE UNINITIALIZED 

04/11/2012 

Overage Uninitialized page is one of the page selections that prints out under  

Part VII – Resolved Exceptions 
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Questions ? 

04/11/2012 

04/11/2012 

For More Information 

Columbus Call Center 
cco-ccc@dfas.mil  

          869-0888 DSN 

   614-693-0888 Comm 

866-498-8687 Toll Free  

Training (Online, Instructor led, Webinar) 

cco-dpastrng@dfas.mil 

DPAS eLearning 

http://dpaselearning.golearnportal.org  

DPAS Support Site 

http://dpassupport.golearnportal.org  
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