STOCK CONTROL

INTERNAL SOP

14 May 2003

Produced by Carmella Montoya

Table of Contents

Section 1 Overview
3

SECTION 2 REQUISITIONING
4

      2.1 Potential processes
5

      2.2 EXECUTING SARSS 2/AC Manager Review FILE
6

      2.3 Disposition of reports GENERATED FROM SARSS 2/AC
11

SECTION 3 PETROLEUM
13

SECTION 4 EXCESS MANAGEMENT
14

     4.1 PROCESS OSCAR REPORTING DISPOSITION REPORTS
15

     4.2 PROCESS OSCAR RECEIVING DISPOSITION REPORTS
15

SECTION 5 AMMUNITION
17

     5.1 TURN ON/OFF SAAS-MOD SYSTEM
19

     5.2 EDIT DA FORM 581 AND DA FORM 1687
20

     5.3 PROCESS DA FORM 581
21

     5.4 HANDBOOK/GUIDE CL V USERS
35

SECTION 6 LOCAL PURCHASE
37

SECTION 7 PROPERTY ACCOUNTABILITY
38

     7.1 PROCESS PBUS-E WEEKLY REPORTS
38

     7.2 STATUS DISKETTE BREAKDOWN
40

     7.3 PROCEDURES FOR DOWNLOADING AND UPDATING REQVAL
41

     7.4 PROCEDURES FOR ASSIGNING NON-STANDARD LIN/NSN
42

     7.5 PROCEDURES FOR CONDUCTING ANNUAL RECONCILIATION
43

SECTION 8 MEDICAL
46

     8-1 Instructions for Downloading Medical Messages
46

SECTION 9 MOBILIZATION/DEPLOYMENT ………………………………………………………….47

Section 1 – Overview

1. Purpose:  This internal SOP provides guidance for Stock Control Branch personnel.  The 

areas covered are processing requisitions, excess management, local purchase, medical management, petroleum accountability, ammunition accountability, and property accountability.

2. Scope:  The policies and procedures in this SOP supplement those contained in the following:


AR 190-11

AR 710-2

DA Pam 710-2-1

DA Pam 710-2-2

AR 725-50

AR 735-5

SARSS 2/AC End Users Manual

SAAS-4 End Users Manual

SPR End Users Manual

DPAS Users Guide

3. Revisions:  Revisions to this Handbook will be published as required to comply with changes

to applicable publications and to improve customer support.  Forward any recommended changes to NMPF-LO-SC for consideration.

4. Responsibilities:  The Stock Control Branch has the overall responsibility of providing

logistical support to include time-sensitive and non-time sensitive functions to all units and activities within the New Mexico Army National Guard.  This section is responsible for managing the logistical STAMIS databases and supporting files.

5. POC is Carmella Montoya at x1836.

FOR THE UNITED STATES PROPERTY AND FISCAL OFFICER:







/signed/







MARK E. MONTOYA







CW2, NMARNG







Supply and Services Officer

Section 2 – Requisitioning

This is an overall look on how requisitions are processed through SARSS.

a. All requisitions are processed through IMAP to the SARSS 1 level that is not issued from 

the available stocks.  Requisitions will be transmitted to DAAS for process with an image at the SARSS 2/AC/B. 

b. Major end items that have a fund code of 9B will be released as soon as possible

after verifying the authorization.

c. ASL Replenishment: The SARSS 1 system will automatically reorder items that 

are demand supported, however since we are not operating an ASL, cancel all W43MYP document numbers in the MRF reason referred code 03.

d. Each manager is given a block of Manager Codes.  Each code will be worked on a

daily basis.  Use SARSS 2/AC/B End User Manual Appendix D for reason-referred code explanations.  Most common reason-referred codes are explained in section 2-2.

e. Disposition of Reports and Listings are created from the SARSS 2/AC system. 

Use Appendix E of the SARSS 2/AC/B End User Manual for procedures and process of reports required.  See Section 2- 3 for weekly report disposition.

f. Call/ Walk in Requests: DCSLOG may have a manual requisition that needs to be 

inputted into SARSS, i.e., MRE.  Process according to section 2-1, Order Offline.

g. Every fiscal year DCSLOG will provide Financial Memorandum with amount

allocations, ensure amount is entered into financial module prior to requisitioning.  At the end of the fiscal year make sure financial adjustment is zero out.  Follow procedures in section 2-1.

h. SARSS 1 will generate a catalog build file that requires stock number to be built

onto SARSS 2/AC/B.  Managers will follow procedures in section 2-1 for guidance.  Upon completion initial and send printout back to Storage and Distribution Branch.

 2-1 Potential Processes

To cancel invalid fund codes

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

Tab to document number field and type in number off potential

ESC

(F6) Reject Transaction

To release PEMA FUNDED Requisitions

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF
Tab to Document number and enter number off potential
ESC

Check the SIG CODE = D

     FC CODE = 9B

     ABA-MATCAT-IND = Alpha character
If all three categories are yes (F3) Approve Transaction
· If FC does not equal 9B, then check if SIG CODE = D and MATCAT is alpha character if yes (F3) Approve Transaction

· If FC = 9B and MATCAT is numeric (F6) Reject Transaction
To order OFFLINE (A0A)

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

TYPE RFI, ESC

Select Customer Due-In/Due-Out, Process at SARSS 2A, ESC

Enter data, ESC

Press (F5) to confirm

Procedures for Catalog Build on SARSS 2/AC

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type in CFF, press ESC

Transaction code = A

Enter stock number, press ESC

Add each stock number from printout 

Once all stock numbers are built, press F8 – to action line

Type in YDE, press ESC

Enter stock number, press ESC (each one again from printout)

When all finished, press F8 – to action line

Type in SMM – to main menu

To process ZERO FINANCIAL ADJUSTMENTS

To ensure that no one releases requisitions at the end of the fiscal year when we turn over the budget to NGB do the following:

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type FIN
RIC Storage Site = A49

Funds Indictor = 0
In column next to ALLOCATED enter a negative sign (-) and in AJUSTMENT AMOUNT enter BALANCE AMOUNT, than ESC

Verify to ensure changes took place go back into FIN

2-2 Executing SARSS 2/AC Manager Review File

Procedures for validating Manager Review File 

Sign on to SARSS 2/AC

Select Master Menu

F8 – to action line

Type SMC

Tab to Manager Code type in ALL
Print screen

F8- to action line

Type SMR

Tab to Manager Code, enter each responsible manager code in order to verify the reason 

   referred code(s) by manager code. Work each reason-referred code in accordance to    

   SARSS 2/AC/B End User Manual Appendix D.

Reason referred code 01 – NIIN DOES NOT MATCH THE CATALOG FILE NIIN

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = CAT
REASON-REFERRED CODE = 01
Bring up FEDLOG and enter NSN from the MRF screen.  

*If not on FEDLOG,  (F6) REJECT TRANSACTION

*If on FEDLOG, (F2) BUILD CATALOG RECORD

*If X35 number, check catalog on SPBS for information and (F2) BUILD CATALOG RECORD.

Reason referred code 03 – Major Item Requisition Validation (MIRV)

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = 03

Look in DOC NO block and in QTY block and verify with SPBS-R listing for validation. 

If DOC NO is W43MYP cancel total quantity

Press (F2) APPROVE/REJECT TRANSACTION, ESC

APPROVE QTY = zero (0) 

REJECT QTY = total quantity of requisition

If valid request press (F2) APPROVE/REJECT TRANSACTION, ESC

APPROVE QTY = quantity of requisition or the processing quantity

REJECT QTY = zero (0) or the amount to be cancelled  

Reason referred code 22 – Restricted Acquisition Advice Code (AAC)

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = 22

Bring up FEDLOG and enter NSN from MRF screen

Look in AAC field of FEDLOG and ensure code is I or L

If AAC = I, press (F3) PROCESS TRANSACTION

Press (F2) PROCESS TRANSACTION

Press (F2) EXCEPTION DATA SUFFICIENT

If AAC = L (F6) REJECT TRANSACTION

Reason referred code MQ – Document History/Catalog Manager Message

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = MQ

DIC should be AE_ 

Press (F6) REJECT TRANSACTION

Reason Referred code R1 – NIIN is not on the catalog file

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = R1

Bring up FEDLOG, enter NSN from MRF screen

If NSN not on FEDLOG, press (F6) DELETE

If NSN is on FEDLOG, press (F5) REPROCESS

Reason referred code R6 – SMC does not match SMC table

Sign onto SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = R6

Bring up FEDLOG and enter NSN from MRF screen

Look in SCMC field and follow the Supply Management Codes FY 2002 flowchart, second page.  Use the flow chart to determine the correct SMC.

Type the correct SMC in the SMC field of the MRF screen, ESC
Reason referred code R9 – SSA/DSU RIC cannot be determined from the transaction and DODAAF.

Sign on to SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = DOC
REASON-REFERRED CODE = R9

Process all DIC = FTD, FTF, FTQ, FTZ, and FT6.  Change SSA RIC to A49, press ESC to process transaction.

* To verify FTR’s that are not on the OSCAR report look on second line record position 4-6 if not alpha (A), numeric, numeric, process as above.  If  FTR is  alpha (A) numeric, numeric, Press (F7) BYPASS TRANSACTION for all OSCAR documents.  

Reason referred code 78 – Condition code is not serviceable

Sign on SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = 78

Verify item being released…use excess flow chart to determine whether item is to be sent to DRMO  (F2-DRMO)

FTE to NGB (CTRL –B) SEND TO FTE-NGB

FTE to NICP (F4 – SHIP TO WHOLESALE (ON-LINE)

Reason referred code 79 – Excess report requires further manager action

Sign on SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = 

REASON-REFERRED CODE = 79

Verify item being released…use excess flow chart to determine whether item is to be 

         reported to 

1) (F3) SEND TO WHOLESALE (ON-LINE)

2) (F5) SEND TO FTE-NGB-RIC

The following inquiry screens will be utilized on a daily basis. Follow the instructions to execute.

ABFQ – Available Balance File Inquiry

DODQ – DODAAC inquiry

DHHQ – Document History Inquiry

DHDSQ – Document Number Summary Inquiry

Sign on SARSS 2/AC

Select Master Menu

F8 – to action line

Type ABFQ

Enter RIC = A49, tab

Enter NSN, ESC

Sign on SARSS 2/AC

Select Master Menu

F8 – to action line

Type DODQ

Enter DODAAC, ESC

Sign on SARSS 2/AC

Select Master Menu

F8 – to action line

Type DHDSQ

Enter Document Number, ESC

2-3 Disposition of Reports generated from SARSS 2/AC

Error Listing – PCN: AJU-120

For reason referred code AP – go to the action line and type MSTA and press ESC.  Send CM status

For all other reason referred codes- use Appendix D and process as required.

File listing in the Error Listing binder

Overage Suspense Records – PCN: AJU-130

The system generates this report every 24 hours at SARSS 2/AC.  It uses parameter values to identify overdue SARSS 2/AC records and those that require manager review or action.  The action you take depends on what caused the system to write a particular overaged transaction to this report.  Work the MRF reason referred codes.  Print this report as required.

File listing in Overage Suspense Records binder

Overage MRF Records – PCN: AJU-140

This report summarizes overaged records.  You may use this report to determine why transactions have not had appropriate action taken.  Print this report as required.

File listing in Overage MRF Records binder

Reparable Items Matched – PCN: AJU-150

This report is a follow up to the Overage Reparable Items.  The D6A’s that were purged from the previous day should show up on this report.  

File listing in the Reparable Items Matched binder

Overage Reparable Items – PCN: AJU-160

D6A – Only process D6A’s

· To process individual D6A go to the action line and type MREP and press ESC.  Type in the document number, press ESC when the document number shows on the screen  press (F7) PURGE, press (F7) CONFIRM PURGE, press (F2) for NEXT INQUIRY

· To process several D6A’s go to the action line and type MREP and press ESC.  Type in DODAAC, press ESC, press (F5) until the correct document number is found, press (F7) PURGE, press (F7) CONFIRM PURGE.  Repeat until all D6A’s are purged.

File listing in Overage Reparable Items binder

Performance Standards Report Workload Statistics – PCN: AJU-180

This report is for information purposes.

File listing in Performance Standards Report binder

Report of Excess – PCN: AJU-191

The manager selecting to send FTE off line to wholesale creates this report.  Mail this report to the activity identified by the RIC TO.  Enter any remarks you have in the designated field.  Print this report as required.

File listing in Report of Excess binder

Close Out Process –Print Recapitulation Report – PCN: AJU-200

This report informs you of the quantity and type of report printed during the Print file Clear Process.

File listing in Close out Process binder

ABF RO Mismatches – PCN: AJU-220

Check with incoming excess (OSCAR) listing to verify if item is due in.  If yes don’t do anything till item is received.  If not due in do the following.  This will cancel item from being ordered under W43MYP.

Sign onto SARSS 2/AC

Select Master Menu

F8 –to action line

Type MLEV

Type in RIC = A49

Type NIIN

Type in Own Purp CD from listing = A

Press ESC to continue

Press (F5)

Press (F6) – edit screen

Tab to STKG CD and change code to Z

Press ESC to continue

Press (F5) to confirm

File listing in ABF RO MISMATCHES binder

Document History Error Report – PCN: AJR-240

Check DHDSQ to see if you can figure out why the Doc # is on this report.  Go to MSTA and send status if needed.

File listing in Document History Error Report binder

Section 3 – Petroleum

Mission: To report fuel consumption from each unit/activity dispensing fuel on monthly basis.  

Reference: DA Pam 710-2-1 and DA Pam 710-2-2

Process:

1. Each unit will account and document receipts and issues using DA Form 3643.  The last 

working day of the month the unit will transfer amounts annotated on DA Form 3643 to the automated DA Form 3644, than consolidate information onto the automated DA Form 4702-R.  The forms will be emailed NLT 3rd working day of the following month being reported and the original signed forms sent to Stock Control Branch for processing. Upon signature from the Supply and Services Officer forms will be sent back to unit for record keeping.

2. On DA Form 3644 verify total gallon amount is accurate for mogas/diesel/JP8.

3. On DA Form 4702-R verify the following:

· Station name, property account number (ULLS-S4 DODAAC + expendable document number), and period of report is filled out.

· Products of mogas/diesel/JP8 are property used.

· Opening Inventory must open with physical closing inventory from the previous month.

· Receipts block is taken from DA Form 3644, verify accuracy.

· Issues block is taken from DA Form 3644, verify accuracy.

· Closing Book Balance is equal to Opening Inventory + Receipts – Issues, verify accuracy. Do not enter an amount in this field, automated form has a formula that automatically will fill in this field.

· Physical Closing Inventory is what unit dipped fuel tank at end of month. Enter amount

· Monthly Gain/Loss is equal to Closing Book Balance – Physical Closing Inventory, verify accuracy. Automated form has a formula for this field.

· Maximum Allowable Gain/Loss for Gasoline / JP8 is equal to Opening Inventory + Receipts x .01. Automated form has a formula for this field.

· Maximum Allowable Gain/Loss for Diesel is equal to Opening Inventory + Receipts x .005. Automated form has a formula for this field.

· Ensure Commander/PBO of unit signed in Accountable Officer block.

· The Supply Management Officer must sign in Approving Officer block.

4. Stock Control personnel will consolidate all unit reports and use excel spreadsheet labeled

State Fuel Consumption for a roll up of the state report.  They will then sign onto the WEB under RQRADDS and submit report to NGB.  This report is due at NGB NLT 10th of each month.

Section 4 – Excess Management

a. Excess is managed through coordination between Stock Control Branch, 

Brigade / Troop Command S-4, and DCSLOG personnel.  LOGSA will upload LOGTAADS into the PBUS-E system.  Units will generate the excess/shortage listing from the PBUS-E to identify excess.  The S-4 will ensure cross leveling and/or turn in to USPFO Warehouse is accomplished.  DCSLOG will direct all lateral transfers.  If equipment is excess, units will receive disposition instructions from the Stock Control Branch upon annual reconciliation.  The findings letter will be sent through DCSLOG to ensure command emphasis be taken on turn in and/or lateral transfer of equipment. 

b. When unit(s) turn in equipment to USPFO Storage and Distribution Branch, 

personnel immediately process paperwork through SARSS 1.  Personnel within the Stock Control Branch process the MRF reason referred code 78 and 79 daily.  They insure proper routing is done to National Guard Bureau.  Upon receipt of OSCAR report disposition from NGB, stock control personnel will follow below procedures found in section 4 -1 – 4 –3.  

4-1 Process OSCAR REPORTING DISPOSITION REPORTS 

If subject line states NO REPORTING STATE DISPOSITION, file in folder located in lateral file cabinet. No action required.

If record description is filled you’ll need to work all FTR dispositions.  Receiving RIC/STATE column states where item is to be shipped.  

First do a query on SARSS 2/AC, ABFQ by stock number to verify we have item on hand.

Contact Receiving State to ensure they want item, if yes do the following:

Sign on to SARSS 2/AC

Select Master Menu

F8 – to action line

Type MRF

MGR CODE = DOC
REASON-REFERRED CODE = R9

(F7) BYPASS TRANSACTION until the correct document number appears

verify the quantity and SHIP TO RIC are correct according to OSCAR report

Change SSA RIC to A49
ESC to process the record

F8 – to action line

Type LOGOUT 

If OSCAR item needs to be cancelled, cancel using WEBOSCAR through GuardNet, process FTC – Cancel Excess Report, than RTE – Reinstate Excess Report 

4-2 Process OSCAR RECEIVING DISPOSITION REPORTS

· If subject line states NO RECEIVING STATE DISPOSITION, file in folder located in lateral file cabinet. No action required.

· If record description is filled you’ll need to work all FTR dispositions.  Reporting RIC/STATE column states where item is coming from.  

Sign on to SPBS-R and inquire by LIN to verify if item is needed.

· If YES contact respective state to let them know we need the item.  Give the date of report and LIN item number.  SHIP TO RIC = A49.  Write in date of contact.

· If NO, contact state to let them know we are going to cancel the item.  Write in date of contact. To cancel perform the following:


LOG onto Guardnet.ngb.army.mil (through the Internet)


Under Logistics column locate WEBOSCAR press enter

      Process FTC – Cancel Excess Report

· From YES above: When item comes in, the Warehouse will send a signed copy of the DA Form 1348-1.  Research through the OSCAR reports by match of document number.  When found change date contact to date received.  Verify on SPBS-R that unit is still short.  

Call unit for a document number.  Have them suppress PBIC when creating their A0A.  

On DA Form 1348-1 write document number.  Make two copies.  

First copy gets sent back to warehouse so they may process it through SARSS1 

Second copy file in OSCAR folder by LIN

Last copy file in suspense weekly folder of unit.

Procedures for canceling OSCAR transactions

Sign onto Internet Explorer

Type www.guardnet.ngb.army.mil
Type in user ID and password

Under LOGISTICS HEADING

Select Web OSCAR

Select Transactions

Select FTC – Cancel Excess Report

Enter FTE Document Number

Press OK

Close Internet Explorer – when done

Section 5 – Ammunition

1. Purpose:  This internal guide provides guidance to Stock Control and Storage and Distribution Branch personnel working with ammunition.

2. Scope: The policies and procedures in this SOP supplement those contained in the Standard Army Ammunition System (SAAS-MOD) End User Manual.

3. Definitions: The following terms are used throughout this SOP.

(1) SAAS-MOD: Software Developed by U.S. Army Information Systems 

Software Development Center, FT Lee (USAISSDCL) to provide automated ammunition supply system for the U.S. Army.

(2) SAAS-MOD Point of Contact for problems or changes to SAAS-MOD

hardware or software is Carmella Montoya at x1836 or SPC Jerry Gonzales at x1839.

4. Responsibilities: To facilitate efficient supply operations to key personnel involved with the SAAS-MOD system.

a. The SAAS-MOD operator will maintain proper control and care of the

system, ensure that software change packages (SCP) and interim change packages (ICP) are loaded on the system as soon as possible after receipt.

b. Ensure that the SAAS-MOD software in use is the correct version for current

operations. (USAISSDCL can provide the correct information).

c. Ensure that the SAAS-MOD is operating properly and submits problem

reports through supervisor to National Guard Bureau and USAISSDCL.

d. Ensure that preventive maintenance is performed on the equipment as 

required.

e. Exercises management controls over all corps assets.

f. Ensure all data posted and/or executed in accordance to below instructions.

g. Coordinate with SDB on DA Form 581, DA Form 1687, and DD Form 1348’s 

to ensure current, accurate, and matching information is present between SDB and SC.

h. Conducts a wall-to-wall inventory on a quarterly basis of all ammunition.

i. Downloads the ammunition forecast monthly.

j. Download the INFI file and send file to TAMIS-R weekly.

k. The SAAS-MOD operator will do a weekly backup and a monthly system 

backup.

l. Processes all class V messages and forwards a copy to SDB when it affects

ammunition lot numbers that are in stock.

5. Responsibilities of SDB Handler:

a. Process DA Form 581 and return to the SCB no later than the day following issue

or turn in of ammunition to keep current posting of data on the system.

b. Issue items on DA Form 581 as annotated by SC operator.

c. Coordinate with SC on all changes that affect ammunition before issue or turn in.

d. Verify that turn in documents match or are equal to the DA Form 581 issue 

processed for that unit.

e. Assist with quarterly wall-to-wall inventory and assist with research as required.

6. In the event of an electrical storm shutdown the system and then disconnect the

system from outlets if not protected by a surge protector.

7. Amnesty turn ins will be processed IAW DA Pam 710-2-1paragraph 11-18 and 11-19 

and DA Pam 710-2-2 paragraph 24-49.

8. Problem reporting: The following table explains the correct procedures for reporting

SAAS-MOD problems.

TYPE OF PROBLEM
PROCEDURE

Hardware


Contact the system support office (SSO)

Software


When the system will not run processes or the files





become corrupted or destroyed contact the SSO 

immediately.

Error Messages

Record the message completely or reproduce it with a 

screen print annotating any corrective action taken.

Software Change Proposals
Recommend changes to the system software on a 





DA Form 5005-R. Fully explain and detail the suggested





changes so an accurate evaluation may be made.  Forward





the form to the MACOM.  After review, the suggestion





will be forwarded to USAISSDCL.

9. Data flow: Continuous flow of data through the SAAS-MOD system is essential to

ensure efficient supply operations.  Communication lines are the primary means of transferring data between NGB, TAMIS, and each state’s SAAS-MOD.

 5-1 Turn ON/OFF the SAAS-MOD system

Server

Press the power button on the server tower and the monitor

Press CTRL+ ALT+ Delete keys to get to sign on screen

Enter user ID = administrator

Enter the password

A message will come up asking if you want to start communications Click No

Turn the printer on

Workstation

Press the power button on the workstation and the monitor

Press CTRL+ ALT+ Delete keys to get to sign on screen

Enter user ID = saasmod

Enter password

Shutdown the SAAS-MOD system

Workstation

Click on the start button

Click on shutdown 

Ensure the shutdown eyehole is marked and then click on Yes button

When a message states “It is now safe to turn off your computer” Press the power button to the workstation and the monitor.

Server

Click on the start button

Click on shutdown

Ensure the shutdown eyehole is marked and then click on Yes button

A message will come up asking if it is okay to terminate batch file Click Yes

When a message states “It is now safe to turn off your computer” Press the power button to the server and the monitor.

5-2 Prior to issuing DA Form 581 manager will edit the form and review DA Form 1687

DA Form 581

Block 1 –issue block is marked with an X

Block 2 – ensure there is a valid document number (expendable)

Block 5 – ensure that it specifies how many pages there is

Block 6 – ensure there is a document serial number

Block 7 – send to address is filled out

Block 8 – request from address is filled out

Block 9 – date material required is filled out

Block 11 – allocation period is specified

Block 12 – valid DODAAC

Block 13a – the name in this block is also on the DA Form 1687 and the individual is an E-7 or above.

Block 13b – date if filled (Julian date)

Block 13c – Verify from the DA Form 1687 signature of the person in block 13a

Block 14a-14c – ensure the appropriate person has approved the form, put a date, and there is a signature (CSM Kevin Myers)

Block 15 – item number must be entered

Block 16 – DODIC that the unit has forecasted

Block 17-19 – NSN, nomenclature and unit of issue is accurate and corresponds to one another.  Last block must indicate Last Item

Block 20 – verify quantity requested with the units forecast

Block 21-22 – verify the TEC and action codes are correct

Block 28 – verify statement is properly entered as per DA Pam 710-2-1 page 152.

Block 29 – ensure that if there are more than one DA Form 581 that the additional serial number is typed in this block.

DA Form 1687 AR 710-2-1 pg. 147

1. DA Form 1687 will expire every October and submitted in two originals. 

2. Verify the rank of each soldiers authority: to REQ will be E-7 and above and REC will be E-6 and above.

3. Ensure Authority Box for REQ & REC are filled in with the words YES and NO, not X in the box.

4. Ensure all signatures are original.

5. Verify the Expiration date does not exceed ETS date.

6. Verify X is placed in DELEGATES TO box under Authorization by Responsible Supply Officer or Accountable Officer.

7. The Authority To should read: Request and Receive Class 5 supplies from ASP, USPFO.

8. Remarks block should read: Authorized Representatives listed above have passed security screening required by AR 190-11.

9. Verify UIC and DODAAC are correct.

10. Ensure Commander signed 

11. Ensure unit provided copy of Assumption of Command Letter.

12. Forward 1 copy to USPFO ASP representative.

13. File other copy in unit folder.

5-3 Procedures for processing of DA Form 581 on the workstation

Pre-Issue

Log onto the workstation

Click on start button

Select ASP Executables

Select  Issues

Place cursor in the Doc No block and enter the units document number 

Click on OK button

Click on Yes – a screen will ask if you wish to save the new document number

The process issue screen will come up

Enter in the Fiscal Year (4 digits)

Skip the allocation period block

Enter the T/I suspense date (DD-MM-YYYY) (5 days after the actual issue-work days)

Enter TRANS CD  (TIS= issue for training)

Enter Date the material is required (DD-MM-YYYY)

Enter the REC AAC (will usually be TRA = training ammunition)

Skip Emergency Training Issue block

Skip Preposition block

Go to Ln No block, enter the line number

Enter DODIC

Enter NSN (if system hasn’t already entered it for you)

System will automatically enter nomenclature

Enter TEC (usually be R3Q) code found in DA Pam 710-2-1

Enter REQ QTY then press enter button

*If DA Form 581 contains more than one item number, key in the information for the next item.  After all information on form is entered you will begin selecting stock.

Click on Stock Selection button (this will select the lot for issue)

** A list of all available lots will come up.  Double click on the lot you wish to issue. If there are multiple lots select the lessor lot first to close it out and take the remaining from another lot.  The lot number, account code, CC, Whse ID, Avail Qty, and Sel Qty will come up.  Ensure the entire quantity is in the Sel Qty block and then enter.

Click on Return button – will return you to the process issue screen

Click on 3151

Print 3151 – print 4 copies
(1 for suspense attached to a copy of the DA Form 581, forward remaining 3 copies with original 581 to warehouse. Warehouse in return will give one to unit, one for warehouse copy, and original returned to SC with 581)

Click on Close button

The warehouse will issue the lot and amount specified on the DA Form 3151.  The amount and lot number specified will be written on the original DA Form 581.  After the issue is complete, the original DA Form 581 and DA Form 3151 will be returned to SC.

Post Issue

Once the original DA Form 581 and 3151 are returned follow these steps:

Log onto the workstation

Click on Start button

Select ASP Executables

Select Issues

Double click on the pending document # and click on OK button

The Ammunition Slip (3151) screen will come up.  From the DA Form 581 and 3151 ensure that the correct amount and lot number was issued. 

Click on Post Document button

Note: If any of the information is changed, double click on the specific line to bring it to the action line, make the corrections and press enter which will post the document.

Click on Save button

*After clicking on save, this will close out the document and send it to the turn in process.  A print screen will come up with DA Form 581’s for turn in.  These are not useful so you will cancel the print.

Process Turn Ins

Log onto the workstation

Click on Start button

Select ASP Executables

Select Turn In

Double click on the issue document number to bring to the working line

Enter the turn in document # from the DA Form 581

Click on OK button

NOTE: A window will appear asking if you are sure that it is a serviceable item, Click on Yes 

Double click on the line being turned in

Enter in the CC and the REQ Qty (from 581)*

Press Enter button

Click on 3151 button, ensure all information is correct and print the 3151

Close print window

Click on Post Doc button

Click on Save button

Close all windows back to desktop

*If there is one item with two different quantities turned in under CC A and CC K, you will pickup all the ammunition under CC A.  Then go to ammunition maintenance and correct amount that should be in CC K.

**If no changes to CC continue to Residue Reconciliation

Process of AMNESTY AMMUNITION

Log onto the workstation

Click on Start button

Select ASP Executables

Select Turn In

Click on Gen Doc No 

Click on OK button

Enter FY =200?

In suspense date field enter current date = DD-MM-YEAR

REC ACC = TRA

Trans CD = TAR

Click in LN No = 1 (for first item)

Enter DODIC

List of stock numbers window appears Select stock number that corresponds with DA Form 581

Enter Lot Number

Change ACC TRA to AMN

Enter REQ Qty

Enter Whse (should be 40B)

Click on Enter button (to accept data)

If more items are on DA Form 581 continue with LN No 2, etc from above

Upon completion verify information

Click on 3151 button, ensure all information is correct

Click on Print button and print 2 copies (one for our files and 2nd for Jayson)

Close print window

Click on Post Doc button

Click on Save button

Close all windows back to desktop

Residue Reconciliation

Log onto workstation

Click on Start button

Select ASP Executables

Select Residue Reconciliation

Double click on the issue document number (does not matter if it is SER or RES)

Click on OK button

Once you verified that the turn in was posted correctly, click on ASP Cleared.

You will be asked if you are sure that you want to clear this issue.  

Click on Yes button

Make sure 3151 is posted and saved

Click on Close button

Process Receipts

Log onto workstation

Click on Start button

Select ASP Executables

Select Receipts

Enter the document number and click on OK button

Enter UIC (ship from DODAAC is in block #2 of DD Form 1348.  The DODAAC and UIC’s are listed in Tips #99-06 on the last page.  

Enter the DODIC, NSN, SHIPPER NAME, REC ACC (TRA) or (OSC) and the TOTAL QTY

Enter the Lot Number, CC, LOT QTY, and WHSE ID from the DD Form 1348

Press Enter

Click on 3151

Click on Source (this will take you back to the first screen where you entered all the information from the DD Form 1348)

Reenter the shipper name again (the system does not recognize the shipper name the first time entered)

Click on 3151 (make sure information is correct, if yes

Click on Post Document

Print 3151 

Click on Save button

NOTE: If there is a discrepancy double click on the line, make the change and click on change line, and then click on Source button and enter shipper name.

ATTACH THE 3151 TO THE DD FORM 1348

Process shipments 

On workstation, click on START button

Select ASP Executables
Click on Shipments
Enter Document #, if no Doc # select Generate Doc # button

Suff and RDD are optional entries

Select OK button

Select Yes button, this will take you to the process shipments screen

Enter DODIC, mandatory entry

Enter To DODAAC, (where ammo is being shipped)

Enter ACC from this = for example “TRA”

Enter condition code

Enter storage point = NM

Enter total quantity being shipped

Click on Update button

Click on OK button

Click on Stock Selection button

Highlight item in lower window, click on select button

Process stock selection window will appear

Double click on line to be shipped (this will bring it up to the working line)

Press Enter 

Once screen is completed press return

Lot # to be shipped should be in shipment lot info block

Click on 3151 button (double click in item to send to working line) 

Enter Truck # and click on Change Line button 

Select TCMD (Air dimension code, transportation account # and expected pick up date will be provided by transportation office)

Select Mark for button (here is where the address should be typed in) then click on OK 

Select TCMD (the 1348 and 1384 will come up but do not print, no need unless you want to preview 1348)

Click on final button

TMR and GBL # will come from transportation office, enter data = TK-?

Click on final shipment process button

Highlight item and click on post button

Screen will come up with 1348 and 1384.  PRINT THESE (this will return you to blank shipments screen)

To change condition codes on SAAS-MOD

Click on Start button

Select ASP Executables

Select Ammunition Maintenance

In SP field type NM 
Enter DODIC

Enter Lot #, enter Whse ID, enter condition code
Click on Search button

Under Selections Entry: Highlight item wanted and click on Select button

Under Candidates Selected: Highlight item wanted and click on Select button

Make necessary changes 

Click on OK button

Click on Close button

To change Restriction codes

Click on Start button

Select ASP Executables

Select Surveillance

In SP CD field type in NM
Type in DODIC and Lot #, click on Search button

Highlight item in second box and click on Valid Codes button

Select appropriate code and click on OK button

Click on close button

(repeat steps until all changes are done)

Send out MMC Report

To Delete a Turn In Document Number

Run this process when given guidance from Ft. Lee

On the RCAS download Document Delete Script from e-mail to a 3 ½ floppy

Take floppy to your SAAS-MOD Server and place it in the floppy drive

Log on as Administrator
Click on Start

Select Program Files

Select Oracle-SAASOracle

Select Application Development (this will bring up the SQL logon screen)

Log on as User Name SAASDB with password Maughan1 (will bring up SQL prompt)

Key in the following at the SQL prompt: Start A:\doc_delete
Press Enter and enter the document number. (make sure letters in the doc # are caps)

After script executes key in the word commit; (add semi-colon)
then press Enter

To Change Nomenclature of DODIC on SAAS-MOD Workstation

From Windows click on Start
Select ASP Executables
Select Catalog and Reference
Select Catalog Data
· Select Ammunition Type


Enter in DODIC 


Click on Actions


Select Open1


Change DODIC DESC


Click on Actions


Select Update


Click on Actions


Select Exit

· Select Ammunition Item

Select Item Desc

Enter DODIC, press enter

Select NSN

Click on Actions

Select Return

Enter new nomenclature

Tab once

Click on Save button

Click on Close button

To run a delete document Query (SAAS-MOD)

Click on Start

Click on Oracle for Windows NT

Click on SQL Plus 33

Type in Start press spacebar Type in a:\doc_delete, press enter

Enter doc #

Press enter

Type in commit;

Type in Exit

To conduct an Export (SAAS-MOD)

Click on Start button

Click on Programs

Click on SAAS Utilities

Click on Export

Click on continue

Password = MAUGHAN1

Click on OK

Database name is ASP

Filename (whatever you want to name it)

Click on OK

Insert a 3 ½” diskette in drive A

Double click on Winzip icon (located on desktop)

Click on New

In create in box change to 3 ½” floppy and enter file name from assigned above and click OK

Double click on file you created

To adjust a line on the Inventory (SAAS-MOD)

Highlight line

Click on adjust

Highlight line

Click on adjust line

Highlight line

Click on Select

Enter in Quantity to adjust (This quantity must match over/short quantity)

Highlight line under Selected account list

Confirm adjustment

Click on Yes

Click on Yes

To report Excess 

Email Ms. Bexfield (NGB) and request disposition.

Submit FTE through Army Electronic Product Support (AEPS)

Email OSC for disposition on FTE’s

To move OSC to TRNG

On Workstation 

Select ASP Executables

Select Ammo Maint

Select DODIC

Click on Search

Click on DODIC wanting to change

Click on Select

Highlight Acct Block

Type OSC

On transaction Qty enter amount

Click on OK

Go to Reports and verify transaction

ASP Executables

Select Report

Click on Workload Reports

To ADD Account Code to SAAS-MOD WORKSTATION (for ammunition not in inventory)

Log onto workstation

Click Start button

Select ASP Executables

Select ASP Accounting

In SP field type NM

In REC ACCT field type (3-letter code given by Ft. Lee Help Desk)

Enter name (full name of code given by Ft. Lee Help Desk)

Press Enter

To ADD or UPDATE a Training Event Code (TEC)

Log onto workstation

Click Start button

Select ASP Executables

Select Surveillance

Click on ASP Reference button

Listed are the different tables that may be added or updated too

Table field = 1

Enter TEC wanting to be added, 

Enter description, enter

Click on New button

Click on Close button

Downloading FORECAST from TAMIS-R

· Log onto Internet            Type: http://live.tamis.org/PublicSite/mainframe.asp
· Click on TAMIS-R button

· Click on Enter TAMIS-R button

· Enter Username and Password

· Click Enter button

· Click Continue button

· Click Report button

· Click Standard button

· Click FORECASTING button

· Select criteria (start and end dates)

· Select Output (Summary, DODIC, or UIC) format (usually you’ll generate each one separately)

· Type = ASP

· DODIC = ALL

· In lower screen click on N1NM-NEW MEXICO  (this will generate report

· Change to landscape – File →Page Setup → Landscape

· Print report – File → Print

· Click on Log Out (to sign off system)

· Close TAMIS-R window

PRE INVENTORY (Use worksheets to verify correct amount and lot #.)

Select ASP Executables

Select Reports

Select ASP Status Rpts

Select Whse – select

Print
AMMUNITION WALL TO WALL INVENTORY 

Prior to Inventory

1) Log onto SAAS-MOD Workstation
2) Select START
3) Select ASP EXECUTABLES
4) Select INVENTORY

5) Enter OK
6) Type  in PASSWORD

7) Select LOG ON
8) From Storage Point, click on drop down arrow and select WAREHOUSE TO BE INVENTORIED

9) Select WALL TO WALL

10) Enter Plan Date (DD-MM-YYYY)

11) Click on OK

12) Highlight line to activate options

13) Select EXECUTE
14) Select YES

15) PRINT

After Inventory
1) Log onto SAAS-MOD Workstation
2) Select START
3) Select ASP EXECUTABLES
4) Select INVENTORY

5) Highlight Line

6) Click on COUNTS
7) Click in WHSE BOX and enter warehouse code (warehouse identification # from inventory sheet = 40A or 40B)

8) Press Enter

9) Highlight Line

10) Click on CONFIRM (if count is correct)

11) Continue steps 9 and 10 until all DODICs have been reconciled

If count does not match do the following

1) Click on line

2) Click on SELECT

3) Tab over to COUNT column and enter new quantity, enter

4) Press CONFIRM

5) Click on CLOSE   (system will produce a new inventory sheet)

Recount, then, log back to Inventory

Highlight Document number, in count column enter second count, then confirm

If adjustment, click on Adjust button

Highlight first item then click on select button

Tab to quantity to adjust, and enter actual count to be adjusted (record count)

Press Confirm Adjustment

Close window and IAR will print


If under 50.00 and CIIC = 7 , NO IAR

Reprocess inventory sheets until no more discrepancies.

5-4 External Handbook/Guide for Class V Ammunition

1. Purpose: This external handbook/guide provides guidance to units supported by NMPF-LO-

SC and NMPF-LO-SDB.

2. Scope: The procedures outlined in this handbook/guide are to be followed by all activities

supported by the Standard Army Ammunition System (SAAS-MOD).

3. Revisions: Revisions to this handbook/guide will be published as required to comply with 

changes to applicable publications and to improve customer support. Forward any recommendations to NMPF-LO-SC for consideration.

4. References: The policies and procedures in this handbook/guide supplement the following.

AR 710-2

AR 710-2-1

AR 710-2-2

AR 735-5

SAAS-MOD End User Manual

5. Definitions: The following terms are used throughout this handbook/guide.

a. SAAS-MOD – Software developed by U.S. Army Information Systems Software 

Development Center, Ft. Lee (USAISSDCL) to provide automated ammunition supply system for the U.S. Army.

b. SAAS-MOD operator: SPC Jerry Gonzales is the POC for problems with or changes

to system hardware or software at x1839.

6. Responsibilities: To facilitate efficient supply operations, key personnel involved with the 

system are assigned various responsibilities.

a. Unit Personnel

1. Fill out and submit DA Form 1687 IAW DA Pam 710-2-1 paragraph 11-9 and 

figure 11-3 to NMPF-LO-SC no later than 1 October of each year.

2. Prepare DA Form 581 request IAW DA Pam 710-2-1 paragraph 11-9 and figure

11-8. Prepare DA Form 581 turn in IAW DA Pam 710-2-1 paragraph 11-16, figure 11-9, 11-10.

3. Forward DA Form 581 request to state TAMIS manager.

4. Hand carry DA Form 581 turn in to NMPF-LO-SDB.

b. State TAMIS Manager

1. Process and verifies DA Form 581 that signatures are correct and ammunition is 

forecasted and authorized.

2. Forward DA Form 581 to Stock Control Branch fifteen days prior to the date unit

requires ammunition.

c. Stock Control Branch

1. Edits and verifies DA Form 581.  Ensure all DA Form 1687’s are correct and 

on file.

2. Process DA Form 581 through the SAAS-MOD system and generates DA Form

3151.  Attach 3151 to 581 and forwards forms to NMPF-LO-SDB for issue five days prior to unit pick up.

3. Reconcile DA Form 581 turn in document with issue document.

4. Post all turn-ins to the SAAS-MOD system upon receipt from NMPF-LO-SDB.

5. Process all ammunition messages and send copy to NMPF-LO-SDB.

6. Submit all required reports to TAMIS and NGB as directed.

7. Coordinate with TAMIS manager on changes to an ammunition issue.

d. Storage and Distribution Branch

1. Process DA Form 581 and return to NMPF-LO-SC no later than day following

issue and/or turn-in.

2. Verify that individual picking up ammunition is on units DA Form 1687.

3. Write in lot number of ammunition being issued in block 24 of DA Form 581.

4. Receives, stores, and locates all ammunition and forwards all paper work to 

NMPF-LO-SC.

5. Coordinates with NMPF-LO-SC on all changes that affect ammunition prior to 

issue or turn-in.

6. Reconcile DA Form 581 turn-in with issue document.

7. Provides receiving unit with a residue quantity required to be turned-in to the

Ammunition Supply Point (ASP).

8. Fills out all HAZMAT paperwork and ensures all guidelines are in compliance.

Section 6 – Local Purchase

Mission:  To provide support to units of the New Mexico Army National Guard with local purchases of Class II, III, and IX supplies and/or services.

Reference:  AR 710-2

Process:  Edit and process DA Form 3953 (Purchase Request and Commitment) within two (2) working days. During edit process stock control personnel will ensure item can not be obtained through the Federal Supply System and other measures to procure the item has been followed.

Procedures for Editing DA Form 3953

a. Ensure document number has been assigned in Block 2 (Requisition No.)

b. Verify document number is valid and not a duplicate.

c. Ensure supply/service can not be obtained from the Federal Supply System. 

*(Procedures to determine authorization, justification, valid need)

d. Determine if equipment is a Property book item (MTOE/TDA/CTA).

- If yes cancel DA Form 3953 back to unit instructing them to order through SPBS-R system.

- If no, but item can be determined as a major end item assign local NSN / LIN using Letter of Approval(s) binder and type Letter of Authority memorandum.

e. All automated and/or communication equipment must be processed by DOIM.

f. Check customer assistance handbook and type in appropriate Federal Stock Class (FSC) in block 15.

g. Check block 12 for proper authorization, block 15-18 for accuracy, block 19 for accurate accounting classification (See below), and all required signature blocks are signed.

h. Make a copy and log DA Form 3953 in local purchase logbook folder of appropriate unit/activity.

i. If funds are from DCSLOG forward copy to them for processing.

j. Send original DA Form 3953 and supporting documents to USPFO for signature.

*Annotate action taken for item i-j in logbook.

Format for accounting classification example: 2122065 18-1029 131G9500 VG3 233F W8BMAA S29032 G29597

21- represents Department of the Army

2 - represents Fiscal year

2065 or 2060– Appropriation code

18- represents NGB

1029 – ASN

131G9500 – AMSCO

VG3 – Program manager code

233F- EOR code

W8BMAA – Unit UIC

S29032 – NM fiscal station

G29597 – APC code

EOR can be found using Internet explorer→www.nm-arng.ngb.army.mil→ USPFO→COMPROLLER→DFAS→DFAS Financial Management 37-100 Manual→select current fiscal year→eor1, 2,3,etc

Section 7- Property Accountability

7-1 Process PBUS-E Weekly Reports
The following procedures will be performed to process weekly Asset Visibility Reports

Sign onto ‘AKO’

Click on “ARMY COMMUNITIES’

Select ‘LOGISTICS’

Scroll down to the bottom of page & select ‘PROPERTY BOOK & UNIT SUPPLY, ENHANCED (PBUS-E) MODULE’

Sign onto ‘SPR’

Select “SPR MODULE”

ENSURE CAP LOCKS ARE ON

Highlight & click on ‘ACTIVITY REGISTER’

Click on  ‘INACTIVE ACTIVITY REGISTER REPORT (ALL)’

Scroll down to bottom of page & click on  ‘SEARCH’ button 

Under Column Name select ‘UIC’

Under Condition select ‘EQUALS”

Under Value input units “UIC” 

Click on “ADD Condition” button

Under Column Name select ‘DATE INSERTED’

Under Condition select ‘GREATER THAN OR EQUAL TO’

Under Value input “last Julian date from previous report” (i.e., last daily from SPBS-R for first listing, than next time executing this report use ending date from previous report.)

Click on ‘ADD Condition’ button

Under Column Name select “DATE INSERTED’

Under Condition select ‘LESS THAN OR EQUAL TO’

Under Value input ‘YESTERDAY’S JULIAN DATE’

Click on ‘EXECUTE QUERY’ button

Inactive Activity Register Report will generate scroll down to bottom of page & click on ‘PRINT’ button

Activity Register – Inactive Activity Register Report will be displayed in Microsoft Excel format

Highlight entire excel spreadsheet by clicking in gray cell between the ‘A & 1’ in the far left corner

Right click once on mouse and choose ‘FORMAT CELLS’

From the Number Tab under the Category field select ‘Number’

In the DECIMAL PLACES field set it to 0
Click ‘OK’ button

Click on Font size icon and change to 9

Scroll to the right side of page & highlight all columns from “M thru S”

Right click once on mouse & select ‘DELETE’

Select “File” from the menu bar

Select “Page Setup” and the page setup window appears

From the Page Tab under Orientation click in “Landscape” option

Click on the Header/Footer Tab 

Click on Custom Header button

Place courser in the Right Section field and type in Unit Name, enter and then type in the dates of report. (For example: 717th MED    

1/3/03 – 1/15/03

Click “OK” button

Click on Custom Footer button

Place courser in the Left Section field and click on second button to indicate &[Page]

Click “OK” button

Click “OK” button from the Page Setup window

Click on Print Preview icon to ensure layout is correct and how many pages will be printing.

Click on “PRINT” button if satisfied with layout 


If not satisfied close window and modify excel spreadsheet, then preview again.

*Once printed you may close all SPR modules.  Don’t save any prints.

Validate Activity Register with supporting documents received from unit.  You will validate Doc Number, NSN, LIN, REC QTY, and the DIC for accuracy. Highlight transaction on listing once validated, stamp supporting document and send back to unit. 

If supporting documents are missing notify unit through e-mail requesting copy.  

If errors coordinate with unit for corrective action give suspense of NLT 5 working days.

After all transactions is highlighted file Activity Register listing in the unit’s folder as our supporting document. 

7-2 Status Diskette Breakdown

The following processes will breakdown status by CAC received from SARSS 1 using the Distribution System.

1. Get ALV7HB__ diskette and delete file (one for each unit)

a. Sign onto DOS

b. Insert diskette in drive A

c. Type A:

d. Type DIR (look at filename)

e. Type DEL ALV7HB.RSM

f. Type DIR (make sure screen shows FILE NOT FOUND)

2. Sign onto the COMM directory using the Distribution System (MS-DOS)

a. Type D:

b. Type CD COMM

c. Type DIR

d. From the COMM directory delete the ALV7HB and other files associated with status

1) D:\COMM>type DEL ALV7HB

2) Type DEL 1

3) Type DEL 2

4) Type DIR (make sure there are no records)

e. Combine all AJH83 diskettes received from the SARSS 1 office.  Then combine to

one file called ALV7HB

1) D:\COMM>type COPY A:AJH83.DAT 1

2) D:\COMM>type COPY A:AJH83.DAT 2,etc…

3) D:\COMM>type COPY 1+2+3, ETC NAME GIVEN

4) Type DIR (ensure record amount copied equal combined diskettes)

5) D:\COMM>type COPY NAME GIVEN+ ?  ALV7HB

EX. JDM+JDM1+JDM2,ETC ALV7HB

3. Sign onto the Distribution System to breakdown status by CAC

a. D:\COMM>type DIST
b. Type in your User ID

c. Type in your PASSWORD

d. Select File Transfer to SPBS Units – (F3)

e. Select Convert and Separate Status by CAC
f. Follow prompts to insert diskette by CAC code (one clean diskette for each unit)

*When finished computer screen will prompt back to file menu

4. To exit press the END key + R, enter

a. select Executive, enter

b. type WIN (return to windows)

c. Implement diskette labeled ALV7HBNM on Tower (this data should contain only the 123rd PAD (W81XUE) and 44th AB (W80UDF) (See enclosure 5 of External SOP for 

procedures)  Edit disk for DPAS users and transfer HQ STARC (W43T0Y), DET 4 (W90JD7) and email to Mr. Buhl.

5. With all other ALV7HB__ diskettes log in on log sheet, change disk number, and

date.  E-Mail diskettes to specified units.

7-3 Procedures for downloading and updating REQVAL

Sign onto the DES system

Double click on REQVAL icon

Select C: Communications

Select B: Receive REQVAL

press any key to continue

Enter LoginID = md2le42

Enter password

Follow screen prompts (use diskette for backup located in cabinet labeled RVTRAN.ZIP)

ESC or Exit to desktop upon completion

7-4 Procedures for Assigning Non-Standard LIN/NSN

(NM_ _ _ _) (FSC-00-X35-_ _ _ _)

Use black binder labeled Letters of Approval.  Use spreadsheet and annotate next sequential LIN number and/or NSN.  Write in nomenclature and dollar amount in space provided.

Type out Letter of Authority for USPFO signature.  Once signed, make two copies of letter.  Send original to unit/activity, attach a copy to DA Form 3953, and file other copy in binder.

Sign onto SPBS and add item to catalog.


ZRB – Add (LIN and Nomenclature)


ZRC – Add (add NSN)


F9 – to accept data

*If DPAS activity requesting Non-standard LIN/NSN, you’ll add to catalog using DPAS system.

7-5 Procedures for Conducting Annual Reconciliation

Each unit/activity within the New Mexico Army National Guard will conduct annual property book reconciliation’s with the Stock Control Branch.  Areas to evaluate are PBUS-E/DPAS property listing, ULLS-S4 hand receipts, document register and supporting documents, property responsibility/accountability orders, and serialization data.  An annual schedule is sent to each unit indicating reconciliation dates.

· Annual Reconciliation is still required per AR 710-2-1 paragraph 9-13.

Property Book Officer/Supply Sergeant 

· PBO/Supply Sergeant will post all equipment to property book using PBUS-E /DPAS module.

· PBO will submit copy of supporting document to PMB for each transaction processed weekly.

Property Management Branch

· PMB will validate supporting document against activity register transactions effecting pb balance and/or inactive transaction listing on a daily/weekly basis. Search criteria to meet state needs. 

· Stamp supporting documents and forward copy back to PBO.

· Upon annual reconciliation all data should be accurate if above process has been implemented.  

Each unit/activity within the National Guard will conduct an annual property book reconciliation with the Property Management Branch.  Areas to evaluate are PBUS-E consolidated property listing, Units Hand Receipt, ULLS-S4 hand receipts, document register and supporting documents, property responsibility accountability orders, and serialization data.  An annual schedule is sent to each unit indicating reconciliation dates.

· 30-days prior to reconciliation date- send out Property Book Reconciliation notification letter.

· Print Consolidated Property Listing from SPR Module or Hand Receipt from DPAS. 

· Begin by verifying PBIC 2, then 8, and then 9.  The unit will have their copy of the 

hand receipt. You will validate the units hand receipt against the consolidated property listing. You read out the LIN # and they give you the last four digits of the stock number, REQ, AUTH, OH QTY, DI QTY, and serial number.  If correct put a check mark next to OH QTY.  If not correct, research and document changes. 

· Annotate all excess and/or shortage equipment.

Upon completion have PBO/Supply Sergeant sign and date consolidated property listing. 

· Stamp verification and initial last page.  This indicates that both parties agree to

the final reconciliation.

· Units document register will be used and verified with SARSS data (DHDSQ).

· Prepare: Report of Annual Reconciliation memorandum.

· File copy of consolidated listing and memorandum in unit file.

Generate Consolidated Property Listing from PBUS-E module

Sign onto SPR Module

Ensure CAP LOCKS are on

First process the Material Item Rollup

Select Asset Visibility Menu

Select Material Item Rollup

Select criteria by UIC

Enter UIC of unit being reconciled

Press GO button

When data comes up make sure EFF DT is current.  If not current select current year from drop down arrow and press Refresh button on bottom of screen.

Close Asset Visibility Window

Select Reports Menu

Select Consolidated Property Listing

Select PUIC of unit being reconciled 

Leave PBIC field blank for all PBIC.  If wanting separate PBIC enter each one independently.

Beginning LIN (optional) leave blank 

Ending LIN (optional) leave blank

Click in box for Show Serial/Registration/Lot/System Numbers on Report 

Click Generate Report button

A JavaScript Application window appears “If you wish to generate a soft copy, click OK. Otherwise, click CANCEL for hard copy”.

Click OK button

Message Creating Report…Please wait appears

Message Retrieving data, please wait… appears

Consolidated Property Listing (w/serial Nos) – PCN: RPT-9 screen appears

Click on Print Report button

Consolidated Property Listing-Netscape window appears

Click on OK button

Click on View CPL button

Consolidated Property Listing Download Page window appears


(May take a few minutes to generate, click on Refresh button)

Left click on CPLSN…..zip file

Click on Save File button

Save In Desktop

File name as shown

Click on Save button

Click on Delete All button to remove file

Click on Close button

Close PCN: RPT-9 screen

Minimize SPR Module – main menu screen

On Desktop double click on zip file CPLSN… 

Double click on excel file CPLSN…

From Main menu select File

Select Page Setup

On Page Tab under orientation click on Landscape button

Click on OK button

Place cursor in block just above the 1 block, click once to highlight entire page

Select Format from main menu

Select Cells

Click on Font Tab

Change size to 8

Click on OK button

Now you are ready to print file

  (Prior to printing select Print Preview to view how many pages will be printing)

Select File from main menu

Select Print

Print window appears

Make sure ALL is selected in Print range area

Click on OK button to begin printing

Close Microsoft Excel screen, you may elect to save changes to file

Close Winzip screen

Delete zip file from Desktop after print is acceptable

Section 8 – Medical

The stock control branch manages medical messages and ensures that the messages are forwarded to the medical proponents.  Also the medical manager ensures that the state formulary is current.  

The manager downloads and screens medical messages and forwards them to Det. 4 Medical, 717th Medical Co., State Health Service specialist, and Counter Drug Support (CDS).  Our copy is saved onto diskette and log kept on the messages.

Monthly the stock control branch receives CD MEDCAT – 3 ea and mails them to 717th Medical Co., Det 4 Medical, and the third one filed for our records.

Upon receipt of SB 8-75-S?:  they will be mailed to 717th Medical Co., Det 4 Medical, and third one filed for our records.

8-1 Instructions for Downloading Medical Messages

1. Log onto the Internet – www.armymedicine.army.mil/usamma
2. Left side of screen click on  DOD MMQC MESSAGES
3. Click on DOD-MMQC MESSAGES or ARMY MMI MESSAGES or SLEP MESSAGES (which ever one is needed first)

4. Click on  “MESSAGE NUMBER”

5. Enter two digit year (02, 01, 00, etc)

6. Click on “continue”  button

7. Click on message number needed

8. Print message from menu bar.

9. Click on Back button to select next message and print

10. Repeat step 7-9 until all corresponding messages are printed.

Instructions for saving message(s) to diskette  (Use a formatted 3 ½” floppy diskette).

1.  After step 7 above click on File from the menu bar

2.  Click on Save As
3.  In Save In box click on scroll down arrow and select (3 ½ Floppy) A
4.  In File Name box enter the message number
5.  Click on Save button

6. Repeat till all messages are saved

Section 9 – Mobilization/Deployment 

The Stock Control Branch will follow guidance for mobilization/deployment procedures outlined in FORSCOM Regulation 700-2, 700-3, 700-5, AR 710-2, and DA PAM 710-2-1

The following actions will take place prior to unit/activity deploying to MOB station.

1. Coordinate with G-3 Mobilization Officer for forwarding and/or rear DUIC.  Obtain mobilization orders.

2. Request DUIC DODAAC from LOGSA through LIDB for deploying unit/activity.  Request will be processed within 24 hours.

3. Coordinate with FORSCOM liaison to see if any equipment will be prepositioned. 

4. Validate if unit will be mobilized fully or partial.  If partial, unit will build separate hand receipt for equipment staying at home station. If fully, unit will build separate hand receipt for installation equipment along with other equipment staying back. IAW FORSCOM REG 700-2, chapter 4-1 paragraph b-f.

5. Print unit/activity Hand Receipt to verify accuracy of MTOE/CTA required and authorization fields.

6. Coordinate with G-4 (DCSLOG), MACOM, and unit for cross leveling of equipment.  DO NOT BREAK A UNIT.  Lateral transfers and/or excess equipment identified will be finalized by the USPFO.

7. Coordinate with NGB liaison on equipment needed for unit prior to deployment date. 

8. If a full mobilization, cancel all open requisitions. Have unit submit AC1’s.

9. Assist deploying unit with any logistical matters.

10. Assist unit with preparing transfer out on PBUS-E.  Get Commander to sign hand receipt for all equipment unit will be taking.  Equipment left behind will be hand receipted to installation commander. IAW FORSCOM REG 700-2 paragraph 4-9b.

Upon return to home station the following will take place. 

1. Equipment will be inventoried and transferred back onto primary hand receipt.  

2. Hand receipt from the installation commander will be transferred to unit commanders hand receipt.

3. Print units hand receipt once all has been posted and compare listing to hand receipt generated prior to deployment.  All equipment should be accounted for.  If not have unit generate a Report of Survey.  

4. Submit deletion of DUIC DODAAC.
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